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About the ITS Ingtitute: The Mississippi Department of Information Teclhogy Services (ITS)

Customized Training:

Education Services Division offers an ongoing etioocal program designed
to enhance and improve the computer and commuoicakills of personnel
within state government. The training program isxawnly called the ITS
Institute. The curriculum is structured so thaeaspn with no experience can
begin with an introductory course and, if approsigrogress to highly
advanced levels of information processing.

The ITS Institute uses an automated system forseoscheduling, registration,
permanent records, and student transcripts. Tkigsyprovides the necessary
documentation for state agencies and the studegésding their training
accomplishments. Certificates are provided to sitglepon successful
completion of courses.

During Fiscal Year 2013, ITS offered approximat2B6 instructor led classes
to approximately 1,125 students, representing nausestate agencies,
universities, community colleges, and governindnarities. The Institute
curriculum has been expanded as the demand famaton systems skills has
increased. The ITS Institute provides the necessdwgation and training to
make state personnel more productive at a significéower cost than outside
training sources.

The ITS Institute has the resources to provideuesbn in almost any
information systems area needed by state governemgpibyees. In addition to
the regularly scheduled courses, we will desigltasscto meet your specific
training needs. We also provide online trainingamjunction with
MindLeaders.

Continuing Education is the Key to Success:

The future of Mississippi government depends oitiefit execution of the
services it provides. State budget constraints ritdkgerative that agencies
use information technology effectively to increasesonnel productivity. If
agencies cannot perform their tasks more effigfestirvices which they
provide cannot be maintained, much less expandet&d pressing needs.
Continuing education and training are essentiattfereffective planning,
implementation, support, and use of these techieabgolutions. The ITS
Education Services Division offers an excellent neaf fulfilling these goals
in a cost-effective way.

Other Services Offered by ITS:

ITS offers a variety of other services includingsite training assistance and
follow-up, system analysis, design, programmingshoentation, project
management, feasibility studies, long-range plagpnimocurement, telephone
services, and general consulting. If we can beenfise to you in any of these
areas, please call (601) 432-8000.
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General Information

Welcome to the I TS I nstitute:

Facilities:

Instructors:

Registration:

Class Size:

Textbooks & Materials;

Class Confirmation:

The ITS Institute, administered for the State ofsikisippi by the Department of
Information Technology Services, offers an educetigprogram designed to
enhance and improve the skills of information pesteg personnel within state
government.

The ITS Institute is located at 3771 Eastwood/&®rin Jackson, MS. The
Institute has two hands-on training labs. THabe are configured with a
variety of PC applications and have communiceticapabilities with the
mainframe at the State Data Center.

Highly trained individuals who work in the indugtor are instructors at state
colleges and universities teach ITS Institute daskstructors possess years of
practical experience, as well as academic creden@anstant monitoring and
evaluation of instructors ensure that classesaarght by individuals with a wide
range of knowledge, as well as exceptional teackilts.

Registration forms are included at the back of taitalog and must be returned
30 days prior to the class begin date to allow ghdime to order materials for
the courses. If it is impossible to have these foreturned by the date specified,
please contact the ITS Institute and indicate tivabrer of students to be enrolled
in each course.

Class enrollment will be on a first-come, firstxgm basis. Class size is limited,
and ITS reserves the right to establish classasigdimit the number of students
from each agency if the class size has to be t.ITS Institute reserves the
right to cancel any class due to under-enrolimemtloer reasonable cause.

The textbooks and materials used for each couesksted on the schedule. Each
student must indicate on the registration form Wwhehe or she needs materials
for the course. Textbooks and materials will becoed based on the information
provided on the registration form.

As soon as registration forms have been receindgkans for the January to
March classes have been finalized, students wilididied of the exact starting
dates, instructors, and locations for each clabk=aat two weeks prior to the first
day of class.

Cancellations and Substitutions:

Registrants of ITS-conducted classes who cand¢blmd0 days of the first class
meeting will be billed the full tuition. Registrandf vendor-conducted classes
who cancel within 30 days of the first class megtiill be billed the full tuition.
Substitutions are permissible any time prior to enatuding the day on which
the course begins.



On-Line Training:

Charges:

Nonexempt Employees:

For More Information:

The ITS Institute has an agreement with Skillsofbrovide self-paced training
to Mississippi public entities. State agenciesntpand local governments,
public schools, and institutions of higher learnarg eligible to participate in
this agreement. Skillsoft offers over 3,200 couesegilable via the Intranet or
the Internet. Training is available anywhere, angti Please visit the
ITS/Skillsoft website via the ITS websiteww.its.ms.goy for more course

information.

The total charge for ITS classes includes tujtlah fee, and materials fee. See
the schedule for estimated charges for individladses.

Tuition for ITS classes is categorized as follows:

Course Type State Employees | Non-State Employees
Overview courses less than 4 hours (IL)* Hree $100.00
Courses 10 hours or less (IL)* $100{00 $400.00
Courses 11—20 hours (IL)* $150.00 $450.00
Courses 21—30 hours (IL)* $300.p0 $600.00
Vendor-conducted course** See Schedule Contact ITS
Online Training (Skillchoice Complete) $225.00/yr N/A
Online Training (Full Library) $150.00/yr N/A
Online Training (Technical) $150.00/yr N/A
Online Training (Business) $150.00{yr N/A
Online Training (Desktop) $55.00/yr N/A

* |nstructor Led Courses

tuition and travel expenses.

** The maximum charges for on-site, vendor-conducted courses are listed on the schedule.
Scheduling vendor-conducted courses on-site results in significant savings to the Sate for

For state agencies who are sending nonexempt eagddyp classes meeting
after normal working hours, the agency must evaltizir liability for overtime
for these employees as provided by the Fair Labamd&rds Act. If you have
guestions as to whether an employee is exemptselaantact the State
Personnel Board. This statement does not apphdigiduals who are paying for

courses themselves.

If you have questions regarding this catalog onTt®&Institute, please contact:

Susan McClain, Education Specialist

Connie Smith, Education ASSIStant..........ceeeeeeereerereenreenneeennns

(601) 432-8186

(601) 432-8051



A+ CERTIFICATION
(EXAM S 220-801; 220-802)

Brief Course Description:

This course will prepare you for the CompTIA A+ Bxaaumbers 220-801 and 220-
802. Topics covered include:
. hardware fundamentals
+ . operating system fundamentals
operational procedures
peripheral components
managing system components
installing & configuring operating systems
customized client environments
networking technologies
installing, configuring, & maintaining SOHO netvisr
supporting laptops
mobile computing
supporting printers
security
. troubleshooting hardware components
. troubleshooting system-side issues.

Computer
Solutions

Prerequisites: Students should have a basic knowledge of Windaaggdb personal computers, as well as a
basic knowledge of computing concepts.

Materials & Approximate Course Cost:

Tuition for state employees $300.00
Lab Fees $125.00
CompTIA A+ Certification (Exams 220-801 and 220-802) 70.00
Estimated Costs for State Employee $495.00

Course: CA+801802

Section I nformation:

Section: Date & Time Info: L ocation: Instructor:
1403  Starting Monday, Monday - Friday  8:30 AM — Classroom 107 3771 Eastwood Dr. Chris Keller
February 10, 2014, 4:30 PM Jackson, MS
for 1 week

ITS Institute 1 A+ Courses



INTERCONNECTING CISCO NETWORK DEVICES:
LEVEL 1

Brief Course Description:

This course presents the concepts, commands, actiger required to configure Cisco
switches and routers in multiprotocol internetwork®pics covered include:
] l I l § l I ' 8 »  operating and configuring a Cisco 10S Device
. managing your network environment
c I s c o . configuring catalyst switch operations
: «  extending switched networks with VLANSs

. determining IP routes
. managing IP traffic with access links
. establishing serial point-to-point connections
. establishing frame relay connections
. completing ISDN calls.

Prerequisites: Students should have A+ and Network+ experience.

Materials & Approximate Course Cost:
Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00

Courses CNHICND1

Section I nformation:

Section: Date & Time Info: L ocation: Instructor:
1401  Starting Monday, Monday - 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
February 10, 2014, Friday 4:30 PM Systems IT  Jackson, MS
for 1 week

ITS Institute 2 Cisco Courses



INTERCONNECTING CISCO NETWORK DEVICES:
LEVEL 2

Brief Course Description:

This course focuses on skills and knowledge necgsga install, operate, and
troubleshoot a small to medium-sized branch offiterprise network, including
8 ' I l [ ] ' I ' [ ] configuring several switches and routers, conngctm a WAN, and implementing
network security. Topics covered include:
c I s c o . small network implementation
: . medium-sized switched network construction
. medium-sized routed network construction
single area OSPF
EIGRP implementation
access control lists
address space management
LAN extension to a WAN.

Prerequisites: INTERCONNECTING CISCO NETWORK DEVICES: LEVEL 1

Materials & Approximate Course Cost:
Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00

Courses CNHICND2

Section I nformation:

Section: Date & Time Info: L ocation: Instructor:
1401  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 3, 2014, 4:30 PM Systems IT  Jackson, MS
for 1 week

ITS Institute 3 Cisco Courses



Client/Server

ADMINISTERING WINDOWS SERVER 2012

Brief Course Description:

Topics covered include:

. implementing a Group Policy infrastructure
, . managing user desktops with Group Policy

A 7 . managing user & service accounts

WindowsServer@ 2012 . maintaining Active Directory Domain Services
. configuring & troubleshooting DNS
. configuring & troubleshooting Remote Access
. installing, configuring, & troubleshooting the Matrk Policy Server Role
. implementing Network Access Protection
. optimizing File Services
. configuring encryption & advanced auditing
. deploying & maintaining server images
. implementing Update Management
. monitoring Windows Server 2012.

Prerequisites: INSTALLING & CONFIGURING WINDOWS SERVER 2012

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH20411
Section Information:
Section: Date & Timenfo: L ocation: Instructor:
1402  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 31, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week

ITS Institute 4 Client/Server Courses



Client/Server wWh

ADVANCED SOLUTIONS OF MICROSOFT
EXCHANGE SERVER 2013

Brief Course Description:

Students will learn how to configure and manage iarédoft Exchange Server 2013
messaging environment. Topics covered include:
) . designing & implementing Exchange Server 2013 iddiMessaging & site
2@'3 3 resilliency
. planning virtualization for Exchange Server 2013
. designing & implementing message transport sgguriesssage retention,
messaging compliance, and administrative securiguditing
managing Exchange Server 2013 with Exchange ManegeShell
designing & implementing integration with Exchar@eline
designing & implementing messaging coexistence
designing & implementing Exchange Server migrati&upgrades.

Exchange Server

Prerequisites: CORE SOLUTIONS OF MICROSOFT EXCHANGE SERVER 2013

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH20342
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1403  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 17, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week

ITS Institute 5 Client/Server Courses



Client/Server

CONFIGURING WINDOWS SERVER 2008 ACTIVE
DIRECTORY DOMAIN SERVICES

Brief Course Description:

Topics covered include:

—~
3 ’ . installing Active Directory Domain Services
Q Q . configuring DNS for AD DS
: J . configuring AD objects & trusts
Microsoft " «  configuring AD sites & replication
. creating & configuring Group Policies

. configuring user environments using Group Policies

Windows Server s i ) . ) . s

. implementing security using Group Policies

. implementing an AD Domain Services monitoring plan

. implementing an AD Domain Services maintenanca pla

. troubleshooting

. troubleshooting Group Policies issues

. implementing an AD Domain Services infrastructure.
Prerequisites: Students should have a basic understanding ofonkt@perating systems.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH6425
Section Information:
Section: Date & Timenfo: L ocation: Instructor:
1403  Starting Monday, = Monday - 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
February 10, 2014, Friday 4:30 PM Systems IT  Jackson, MS

for 1 week

ITS Institute 6 Client/Server Courses



Client/Server wWh

CORE SOLUTIONS OF MICROSOFT EXCHANGE
SERVER 2013

Brief Course Description:

Students will learn how to configure and manage iarédoft Exchange Server 2013
_ messaging environment. Topics covered include:
g deploying & managing Exchange Server 2013

| 2@1 3 «  planning & configuring mailbox servers

e managing recipient objects

Ex@hange Server « planning & deploying client access servers
*  planning & configuring messaging client connectjivit
e planning & configuring message transport
e planning & implementing high availability
e planning & implementing disaster recovery
e planning & configuring message security options
» planning & configuring administrative security &diting
e monitoring & troubleshooting Exchange Server 2013.

Prerequisites: Students must have at least two years of experiatiegnistering Windows Server, working
with AD DS, working with name resolution, includilINS, & working with certificates,
including PKI certificates.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH20341
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1404  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 27, 2014, 4:30 PM Systems IT Jackson, MS

for 1 week

ITS Institute 7 Client/Server Courses



Client/Server

INSTALLING & CONFIGURING WINDOWS
SERVER 2012

Brief Course Description:

Topics covered include:

. deploying & managing Windows Server 2012

. introduction to AD Domain Services

. managing AD Domain Services Objects
WindowéServer@ 2012 . automating AD Domain Services administration
. implementing IPv4
. implementing DHCP, DNS, IPv6
. local storage, file & print services
. group policy
. securing Windows servers by using group policyeotsj
. implementing server virtualization with Hyper-V.

r
LT

Prerequisites: Students must have an understanding of networkinddmentals and configuring security
& administration tasks in an enterprise environmastwell as experience supporting or
configuring MS Windows clients.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH20410
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1402  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 3, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week

ITS Institute 8 Client/Server Courses



Cloud Computing W

CLOUD ESSENTIALS

Brief Course Description:

Topics covered include:

8 D . introduction to Cloud Computing
. 6 . business value of Cloud Computing
- /CIoud . technical perspectives of Cloud Computing
Computing . technical challenges of Cloud Computing
@ . ) Q »  steps to successful adoption of Cloud services
_ . ITIL & Cloud computing
o ] «  identifying risks & consequences.
Prerequisites: It is recommended that you have at least six moatlesperience in an IT environment, with

direct involvement in IT-related tasks, respongib#, and/or decision making.

Materials & Approximate Course Cost:

Tuition for state employees $150.00

Lab Fees $47.00

Estimated Costs for State Employee $197.00
Course: CCLOUDE
Section I nfor mation:

Section: Date & Time Info: L ocation: Instructor:
1401  Starting Wednesday, Wednesday & 8:30 AM — Classroom 107 3771 Eastwood Dr. Russell Walker
January 29, 2014, Thursday 4:30 PM Jackson, MS

for 2 days

ITS Institute 9 Cloud Computing Courses



Database Programming

ACCESS2010: LEVEL 1

Brief Course Description:

Topics covered include:
. building the structure of a database
. managing data in a table
. querying a database
. designing forms
. generating reports.

W

ACCess 2010

Prerequisites: Introduction to Windows

Materials & Approximate Course Cost:

Tuition for state employees $150.00
Lab Fees $47.00
Access 2010: Level 1 20.00
Estimated Costs for State Employee $217.00
Course: CAC101
Section Information:
Section: Date & Timenfo: L ocation: Instructor:
1405  Starting Monday, Monday & 8:30 AM — Classroom 107 3771 Eastwood Dr. Russell Walker
January 13, 2014, Tuesday 4:30 PM Jackson, MS
for 2 days
1406  Starting Monday, Monday & 8:30 AM — Classroom 107 3771 Eastwood Dr. Russell Walker
March 17, 2014, Tuesday 4:30 PM Jackson, MS
for 2 days
ITS Institute 10 Database Programming Courses



Database Programming

ACCESS 2010: LEVEL 2

Brief Course Description:

T

ACCess 2010

Topics covered include:

controlling data entry

joining tables

creating flexible queries
improving forms

customizing reports

sharing data across applications.

Prerequisites: ACCESS 2010: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $150.00

Lab Fees $47.00

Access 2010: Level 2 20.00

Estimated Costs for State Employee $217.00
Course: CAC102
Section Information:

Section: Date & Timelnfo: L ocation: Instructor:

1404  Starting Monday, Monday &  8:30 AM — Classroom 107 3771 Eastwood Dr. Russell Walker

February 3, 2014, Tuesday 4:30 PM Jackson, MS
for 2 days
ITS Institute 11 Database Programming Courses



Brief Course Description:

Topics covered include:

. structuring existing data
writing advanced queries
simplifying tasks with macros
creating effective reports
maintaining an Access database.

W

ACCess 2010

Prerequisites: ACCESS 2010: LEVEL 2

Materials & Approximate Course Cost:

Database Programming

ACCESS 2010: LEVEL 3

Tuition for state employees $100.00
Lab Fees $25.00
Access 2010: Level 3 20.00
Estimated Costs for State Employee $145.00
Course: CAC103
Section Information:
Section: Date & Timenfo: L ocation: Instructor:
1403  Starting Wednesday, 8:30 AM — Classroom 108 3771 Eastwood Dr. Russell Walker
March 5, 2014, 4:30 PM Jackson, MS
for 1 day
ITS Institute 12 Database Programming Courses



Database Programming

QUERYING MICROSOFT SQL SERVER 2012

Brief Course Description:

Students will learn technical skills required toitenbasic Transact SQL queries. This
% Microsot course is the foundation for all SQL Server-reladetiplines. Topics covered include:
SQI_ Server 2012 introduction to SQL Server 2012
introduction to Transact SQL Querying
. writing SELECT queries
querying multiple tables
sorting & filtering data
working with SQL Server Denali Data types
using built-in functions
grouping & aggregating data
using subqueries
using table expressions
using set operators
using Window ranking, offset & aggregate functions
pivoting & grouping sets
. querying SQL Server metadata
. programming with T-SQL.

Prerequisites: Students must have a working knowledge of relatidatabases and the Microsoft Windows
operating system & its core functionality, as vasdla basic understanding of virtualization
technology.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH10774
Section Information:
Section: Date & TimeInfo: L ocation: Instructor:
1402  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 31, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week

ITS Institute 13 Database Programming Courses



Internet & Desktop Publishing

DREAMWEAVER CS6: LEVEL 1

Brief Course Description:

In this course, students will create Web pagesenfbitusing on the content, styling, and
design. Topics covered include:
. getting started with Dreamweaver
. creating a Website
. creating Web pages
using CSS
inserting images
inserting tables & importing content
creating reusable site assets
linking Web pages
. sending the Website to the Web server.

Dreamweaver CS6

Prerequisites: Students should be familiar with Web design.

Materials & Approximate Course Cost:

Tuition for state employees $295.00
Estimated Costs for State Employee $295.00
Course: CDWCS61
Section Information:
Section: Date & Time Info: L ocation: Instructor:
1402 Starting Wednesday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 5, 2014, 4:30 PM Systems IT Jackson, MS

for 1 day

ITS Institute 14 Internet & Desktop Publishing Courses



Internet & Desktop Publishing

DREAMWEAVER CS6: LEVEL 2

Brief Course Description:

In this course, students will develop fluid CSSolats, implement mobile integration
techniques, and share files over a server to work collaborative manner. Topics
covered include:

. identifying Website requirements

. creating layouts
Dreamweaver CS6 - formatting Web pages

. creating forms

integrating media files with Dreamweaver
using mobile integration techniques
previewing & testing a Website
managing Website files.

Prerequisites: DREAMWEAVER CS6: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $295.00
Estimated Costs for State Employee $295.00
Course: CDWCS62
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1402  Starting Thursday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 6, 2014, 4:30 PM Systems IT Jackson, MS

for 1 day

ITS Institute 15 Internet & Desktop Publishing Courses



Internet & Desktop Publishing

INDESIGN CS6: LEVEL 1

Brief Course Description:

1 4 _ This course provides the tools to give documentse-designed, professional look.

Topics covered include:

ol . getting started with InDesign
Adobe . designing a document

Indesign . customizing a document

cS6 . working with Page Elements

y . building tables

. preparing a document for delivery.

Prerequisites: None

Materials & Approximate Course Cost:

Tuition for state employees $295.00
Estimated Costs for State Employee $295.00
Course: CINDCS61
Section Information:
Section: Date & TimeInfo: L ocation: Instructor:
1402  Starting Wednesday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 12, 2014, 4:30 PM Systems IT Jackson, MS

for 1 day

ITS Institute 16 Internet & Desktop Publishing Courses



Internet & Desktop Publishing

INDESIGN CS6: LEVEL 2

Brief Course Description:

il | This course teaches the advanced InDesign techmitmeenhance the look and
| i ' functionality of documents. Topics covered include

. . creating documents for multiple formats

Adobe . managing advanced Page Elements

Indesign . managing styles

CS6 . building complex paths

4 . managing external files

. creating dynamic documents

managing long documents
publishing InDesign files for other formats
. customizing print settings.

Prerequisites: INDESIGN CS6: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $295.00
Estimated Costs for State Employee $295.00
Course: CINDCS62
Section Information:
Section: Date & Time Info: L ocation: Instructor:
1402 Starting Thursday, 8:00 AM - Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 13, 2014, 4:30 PM Systems IT Jackson, MS

for 1 day
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Internet & Desktop Publishing

PUBLISHER 2010: LEVEL 1

Brief Course Description:

This course teaches the core features and funatibRsiblisher 2010. Topics covered
include:

. basic publications

. multi-page publications

. working with text

. tables

. layout and design techniques

. finalizing documents.

Prerequisites: INTRODUCTION TO WINDOWS

Materials & Approximate Course Cost:
Tuition for state employees $100.00
Lab Fees $25.00
Publisher 2010: Basic 20.00
Estimated Costs for State Employee $145.00

Course: CPUB101

Section I nformation:

Section: Date & Timelnfo: L ocation: Instructor:
1403  Starting Wednesday, 8:30 AM — Classroom 108 3771 Eastwood Dr.  Charlie Case
February 19, 2014, 4:30 PM Jackson, MS
for 1 day
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Internet & Desktop Publishing

PUBLISHER 2010: LEVEL 2

Brief Course Description:

This course builds on the skills and concepts taumgtPublisher 2010 Basic. Topics
covered include:
. basic design options
typography
long publications
mail merge and catalog merge
interactive forms
Web site publishing.

Prerequisites: PUBLISHER 2010: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Publisher 2010: Advanced 20.00
Estimated Costs for State Employee $145.00
Course: CPUB102
Section Information:
Section: Date & Timelnfo: L ocation: Instructor:
1403  Starting Thursday, 8:30 AM — Classroom 108 3771 Eastwood Dr.  Charlie Case
February 20, 2014, 4:30 PM Jackson, MS

for 1 day
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Internet & Desktop Publishing

WEB DESIGN WITH HTML5AND CSS3: LEVEL 1

Brief Course Description:

In this course, students will use HTMLS5 to created alesign Web pages. Topics
B s covered include:

HTM Lﬁ' . creating a basic Web page
e ~ . structuring content
CSS‘ applying styles using CSS
working with tables
navigating a website.

Prerequisites: Students should be familiar with Windows or Mac rapi@g systems, word processing skills,
and the Internet.

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Web Design with HTML5 and CSS3: Level 1 20.00
Estimated Costs for State Employee $145.00

Coursee CWEBCSS31

Section I nformation:

Section: Date & TimeInfo: L ocation: Instructor:
1403  Starting Monday, 8:30 AM — Classroom 107 3771 Eastwood Dr. TBD
March 10, 2014, 4:30 PM Jackson, MS
for 1 day
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Internet & Desktop Publishing

WEB DESIGN WITH HTML5AND CSS3: LEVEL 2

Brief Course Description:

In this course, students will use HTMLS5 to creatlvamced Web pages and test their

Bullding 3 battar websita

HTMLS )
CSS3

validity. Topics covered include:

creating Web page layouts

managing CSS

testing a Website

creating advanced navigation
incorporating advanced navigation
incorporating metacontent & multimedia
creating basic forms.

Prerequisites: WEB DESIGN WITH HTML5 AND CSS3: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Web Design with HTML5 and CSS3: Level 1 20.00
Estimated Costs for State Employee $145.00

Courses CWEBCSS32

Section I nformation:

Section: Date & Timenfo: L ocation: Instructor:
1403  Starting Tuesday, 8:30 AM — Classroom 107 3771 Eastwood Dr. TBD
March 11, 2014, 4:30 PM Jackson, MS
for 1 day
ITS Institute 21 Internet & Desktop Publishing Courses



Internet & Desktop Publishing

WEB DEVELOPMENT WITH VISUAL STUDIO 2010,
INTRODUCTION

Brief Course Description:

This course provides knowledge and skills for depilg Web applications by using
Microsoft Visual Studio 2010. Topics covered ird#u
. exploring ASP.NET Web applications in Visual Stu@010
. creating Web applications by using Visual Studid@ & .NET-based
languages
Biedon ieual Studio NEF . creating an ASP.NET Web form
A A adding functionality to an ASP.NET Web form
implementing Master Pages & user controls
validating user input
troubleshooting ASP.NET Web applications
managing data in an ASP.NET 4.0 Web application
managing data access tasks by using LINQ
managing data by using ASP.NET dynamic data
creating an ASP.NET Ajax-enabled Web forms appitica
more.

Prerequisites: Students must have at least 1 month's experiertbe MET technologies, knowledge of
HTML or DHTML, and programming experience using ¥ Basic .NET or Visual C#
.NET.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH10267
Section Information:
Section: Date & Timenfo: L ocation: Instructor:
1402  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 24, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week
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ITIL g o

I TIL FOUNDATION 2011 EDITION

Brief Course Description:

e i In this course, students will get an introductiorthe lifecycle of managing IT services
K ta’ " to deliver to business expectations. Topics calerelude:
| & =l ITI L introduction
‘W . service strategy
. service design
. service transition
. service operation

. continual service improvement
. exam preparation.

Prerequisites: Familiarity with IT terminology and IT-related woekperience are recommended, but not
required.

Materials & Approximate Course Cost:

Tuition for state employees $1,675.00
Estimated Costs for State Employee $1,675.00
Course:t CNHITIL1
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1401  Starting Wednesday, Wednesday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 22, 2014, Thursday & 4:30 PM Systems IT  Jackson, MS
for 3 days Friday ONLINE LIVE
1402 Starting Monday, Monday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 17, 2014, Tuesday & 4:30 PM Systems IT  Jackson, MS
for 3 days Wednesday ONLINELIVE
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ADMINISTERING SYSTEM CENTER 2012
CONFIGURATION MANAGER

Brief Course Description:

Students will gain the knowledge and skills to égufe and manage a System Center

o Microsoft 2012 Configuration Manager site. Topics coveratdlite:
V- . overview of System Center 2012 Configuration Marag
&, SyStem Centerzop . discovering & organizing resources

managing the Configuration Manager Client

managing inventory & software metering

querying & reporting data

managing software deployments by using packagpsograms
creating & deploying applications

managing application development

deploying & managing software updates

implementing EndPoint Protection

managing compliance settings & mobile devices
configuring Wake On LAN.

Prerequisites: System administrator-level working knowledge ofwatking fundamentals, AD principles
& management, Windows Server management, Windowstdundamentals, SQL Server
2008, basic public key infrastructure concept

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH10747
Section Information:
Section: Date & Timenfo: L ocation: Instructor:
1403  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 24, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week
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CONFIGURING & TROUBLESHOOTING A
WINDOWS SERVER 2008 NETWORK

Brief Course Description:

Students will learn to implement and configure secawetwork access and implement

—
ﬂ fault-tolerant storage technologies. Topics codénelude:
' "J

Windows Server zoos 12

installing & configuring servers

configuring & troubleshooting DNS

configuring & managing WINs

configuring & troubleshooting DHCP

configuring & troubleshooting IPv6 TCP/IP
configuring & troubleshooting routing & remote ass
installing, configuring & troubleshooting the netik policy server role service
configuring network access protection

configuring IPsec

monitoring & troubleshooting IPsec

configuring & managing distributed file system
more.

Prerequisites: Students should be familiar with Active Directdyowledge & concepts.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH6421
Section Information:
Section: Date & Time Info: L ocation: Instructor:
1401  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland SYSTEMS IT
January 13, 2014, 4:30 PM Systems IT Dr. Jackson, MS
for 1 week
ITS Institute 25 Network Courses



NETWORK + (EXAM N10-005)

Brief Course Description:

Iﬁztwc}rk

CERTIFIED

. network theory

This course prepares students for the CompTIA Ne¢w&xam N10-005 and builds on
your existing user-level knowledge & experiencehwiiersonal computer operating
systems & networks to present the fundamentalsskilconcepts that you will need to
use on the job. Topics covered include:

. network communications methods

. network media & hardware
. network implementations
. networking models

. TCP/IP addressing & data delivery

. TCP/IP services
. LAN infrastructure
. WAN infrastructure
. remote networking
. system security
. network security

. network security threats & attacks

. network management
. network troubleshooting.

Prerequisites:
knowledge, but it is not required.

Materials & Approximate Course Cost:

It is recommended that students have CompTIA Atifaation, or the equivalent skills &

Tuition for state employees $300.00
Lab Fees $125.00
Network+ (EXAM N10-005) 70.00
Estimated Costs for State Employee $495.00
Course: CNET+11
Section Information:
Section: Date & Time Info: L ocation: Instructor:
1403  Starting Monday, Monday - Friday = 8:30 AM — Classroom 108 3771 Eastwood DrCharlie Case
February 24, 2014, 4:30 PM Jackson, MS
for 1 week
ITS Institute 26 Network Courses



NETWORKING AND SECURITY FUNDAMENTALS

Brief Course Description:

This program provides an entry point to a futureeeain technology. Topics covered

gg"m”#{,‘ include:
. understanding local area networking

. defining networks with the OSI model
. understanding wired & wireless networks and Inééprotocol
. implementing TCP/IP in the Command Line
. working with networking services
. understanding wide area networks
. defining network infrastructure & network security
. understanding security layers
. authentication, authorization, & accounting
. understanding security policy and network security
. protecting the server and client.

Prerequisites: None

Materials & Approximate Course Cost:

Tuition for state employees $1,195.00
Estimated Costs for State Employee $1,195.00
Course: CNH40032
Section Information:
Section: Date & TimeInfo: L ocation: Instructor:
1402  Starting Monday, Monday - Friday = 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 17, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week

ITS Institute 27 Network Courses



Office Productivity

ADOBE ACROBAT 11.0: LEVEL 1

Brief Course Description:

In this course, students will use Adobe Acrobat tblcreate and manage PDF
documents. Topics covered include:

. accessing PDF documents

. creating & saving PDF documents

. navigating content in a PDF document

. modifying PDF documents

. reviewing PDF documents

. converting PDF files.

Adobe® Acrobat® XI

Prerequisites: Basic experience with computers and common Mictagmblications, such as word
processing, spreadsheet, and Web browser applisatio

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Course: CNHADAC111

Section I nformation:

Section: Date & Timenfo: L ocation: Instructor:
1402  Starting Monday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 3, 2014, 4:30 PM Systems IT Jackson, MS
for 1 day
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Office Productivity

ADOBE ACROBAT 11.0: LEVEL 2

Brief Course Description:

In this course, students will use advanced Acrdfiab convert documents to PDF files,
enhance and customize PDF documents for interagtgeonline, and prepare them for
printing. Topics covered include:

. creating PDFs from technical documents

. enhancing PDF documents

. creating interactive PDF forms

. finalizing PDF files for commercial printing

. customizing the Acrobat XI Pro workspace

. securing PDF documents.

Adobe” Acrabat” XI

Prerequisites: ADOBE ACROBAT 11.0: LEVEL 1

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Course: CNHADAC112

Section I nformation:

Section: Date & Time Info: L ocation: Instructor:
1402  Starting Tuesday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 4, 2014, 4:30 PM Systems IT Jackson, MS
for 1 day
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Office Productivity

PHOTOSHOP CS6: LEVEL 1

Brief Course Description:

This course focuses on the basic features of Phoposo that the student can navigate
the environment and use the Photoshop tools to widhkphotographic images. Topics
covered include:

. getting started with Photoshop

. beginning with image basics

. managing selections & layers

. making image adjustments

. refining images

. saving images for Web & print.

Prerequisites: A basic understanding of graphic design file forsretd common design tools is
recommended.

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Course: CPHOTOCS61

Section I nformation:

Section: Date & Time Info: L ocation: Instructor:
1402  Starting Monday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 10, 2014, 4:30 PM Systems IT  Jackson, MS
for 1 day
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Office Productivity

PHOTOSHOP CS6: LEVEL 2

Brief Course Description:

This course delves into some of the more advancesige creation and editing
techniques and offers hands-on activities that cestnate how Photoshop techniques
can be used in combination to create exciting Vistfacts. Topics covered include:

. creating Raster Images

. working with Vector Image Tools

. using advanced layer techniques

. automating tasks

. creating & editing video.

Prerequisites: PHOTOSHOP CS6: LEVEL 1

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Course: CPHOTOCS62

Section I nformation:

Section: Date & Time Info: L ocation: Instructor:
1402 Starting Tuesday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 11, 2014, 4:30 PM Systems IT  Jackson, MS
for 1 day
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Office Productivity

POWERPOINT 2010: LEVEL 1

Brief Course Description:

This course covers the basic functions of PowertF2iih0. Topics covered include:
. the PowerPoint window
. new presentations

formatting slides

drawing objects

graphics

tables & charts

modifying presentations

. proofing & delivering presentations.

y .
~ |

Prerequisites: INTRODUCTION TO WINDOWS

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
PowerPoint 2010: Basic 20.00
Estimated Costs for State Employee $145.00
Course: CPP101
Section Information:
Section: Date & Timelnfo: L ocation: Instructor:
1403  Starting Wednesday, 8:30 AM — Classroom 108 3771 Eastwood Dr. Anne Butler
January 29, 2014, 4:30 PM Jackson, MS

for 1 day
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Office Productivity

POWERPOINT 2010: LEVEL 2

Brief Course Description:

Topics covered include:

. custom presentation options

. graphic & multimedia content
customizing SmartArt graphics & tables
action buttons & custom slide shows
distributing a presentation
integrating Microsoft Office files.

Prerequisites: POWERPOINT 2010: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
PowerPoint 2010: Advanced 20.00
Estimated Costs for State Employee $145.00
Course: CPP102
Section Information:
Section: Date & Timelnfo: L ocation: Instructor:
1403  Starting Thursday, 8:30 AM — Classroom 108 3771 Eastwood Dr. Anne Butler
January 30, 2014, 4:30 PM Jackson, MS

for 1 day
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Operating Systems

CONFIGURING WINDOWS 8

Brief Course Description:

Topics covered include:
. installing Windows 8
. upgrading & migrating to Windows 8
. managing disks & device drivers
. configuring & troubleshooting network connections
. implementing wireless network connections
. implementing network security
- . configuring file access & printers on Windows &nts
Windows: *  securing Windows 8 desktops
. . configuring applications
. optimizing & maintaining Windows 8 client compuger
. configuring mobile computing & remote access
. implementing Hyper-V
. troubleshooting & recovering Windows 8
. using Windows PowerShell.

Prerequisites: Students must have an understanding of networkinddmentals, AD DS principles, PKI
components, MS Windows Server 2008 fundamentalad@diis client fundamentals, and
WAIK components.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH20687
Section Information:
Section: Date & Timelnfo: L ocation: Instructor:
1403  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 13, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week
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Operating Systems

MANAGING & MAINTAINING WINDOWS 8

Brief Course Description:

This course teaches how to design the installatonfiguration, and maintenance of
Windows 8. Topics covered include:

. planning & implementing management of Windows 8

. designing & implementing an installation strategy

. planning & implementing authentication for Windots

. planning & implementing IP addressing & Intranehoectivity

. implementing an application strategy for Windows 8

. planning & implementing a solution for user segin

. configuring Cloud services

. implementing Windows Intune

. planning & implementing access to file and pregaurces

. planning & implementing encryption for Windows 8

. more.

Prerequisites: Experience managing & maintaining Windows client @8ndows application installation
& support, Windows OS installation & updates, urstiending of how Windows client
computers integrate with server computers.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH20688
Section Information:
Section: Date & TimeInfo: L ocation: Instructor:
1402  Starting Monday, = Monday - 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
February 24, 2014, Friday 4:30 PM Systems IT Jackson, MS

for 1 week
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Operating Systems

PLANNING & MANAGING WINDOWS 7 DESKTOP
DEVELOPMENT

Brief Course Description:

Topics covered include:

. preparing to deploy Windows 7 business desktops

. assessing application compatibility in Windows 7
evaluating Windows 7 deployment methods
designing standard Windows 7 images
deploying Windows 7 by using WAIK
deploying Windows 7 by using Windows Deploymentges
deploying Windows 7 by using Life Touch Instakati
deploying Windows 7 by using Zero Touch Instadiati
migrating user state by using WET and USMT 4.0
designing, configuring, & managing the client eoniment
planning & deploying applications & updates to dbms 7 clients
planning & deploying Windows 7 by using LTI.

Prerequisites: Students should be support technicians or currémtieployment roles & are looking to take
the next step in their careers or enhancing thdls $n the areas of planning & deploying
Windows 7 desktops.

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Course: CNH6294
Section Information:
Section: Date & Timelnfo: L ocation: Instructor:
1402  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 6, 2014, 4:30 PM Systems IT  Jackson, MS

for 1 week
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Operating Systems b

VMWARE VSPHERE 5.1: INSTALL, CONFIGURE,
MANAGE

Brief Course Description:

Topics covered include:

e virtualization infrastructure overview

. how to install & configure ESXi 5.1

. virtual & physical networking

. NAS shared storage
A wwnywoire . virtual hardware & machines
T T «  configuring identity sources with single sign on
. vCenter
. VM rapid deployment using templates
. ESXi & vCenter permission model
. using fibre & iISCSI shared storage
. VMFS
. resource management & resource pools
. host profiles
. backup & recovery with VMware data recovery
. VM hot & cold migration
. load balancing
. failure recovery with high availability
. patch management with VMware Update Manager
. managing scalability & performance.

Prerequisites: Students should have some system administratioeriexce on Microsoft Windows or
Linux operating systems.

Materials & Approximate Course Cost:
Tuition for state employees $2,505.00
Estimated Costs for State Employee $2,505.00

Coursee CVMWICM51P

Section I nformation:

Section: Date & TimeInfo: L ocation: Instructor:
1401  Starting Monday, = Monday - Friday  8:30 AM — Classroom 107 3771 Eastwood DrPROTECH
February 24, 2014, 4:30 PM Jackson, MS
for 1 week
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Operating Systems

WINDOWS7: LEVEL 1
Brief Course Description:

This course teaches the core features & functidngVimdows 7. Topics covered
include:

. the Windows 7 environment
. files, folders, & libraries

. managing content

. customizing the environment
. Internet Explorer 8.

Prerequisites: None

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Windows 7: Basic 20.00
Estimated Costs for State Employee $145.00

Courses CWN71

Section I nformation:

Section: Date & Timelnfo: L ocation: Instructor:
1403  Starting Wednesday, 8:30 AM — Classroom 108 3771 Eastwood Dr. Charlie Case
March 19, 2014, 4:30 PM Jackson, MS
for 1 day
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Oracle

ORACLE DATABASE 11G: ADMINISTRATION |

Brief Course Description:

This course provides students with the skills neaesfor day-to-day administration of

1
& ; | an Oracle database. Topics covered include:
ORACLE 11¢ . configuring server for installation

DATABASE . Enterprise Edition installation

. upgrade, deinstallation, & patching

. manually starting & stopping database services

. exploring Oracle database architecture

. creating an Oracle database

. enabling transparent data encryption

. managing database storage structures

. managing undo data

. network environment

. security

. moving data

. database maintenance & performance monitoring

. managing concurrency & locks

. backup and recovery concepts & configuration.
Prerequisites: The primary audiences for this course are: datbdministrators, Web server

administrators, system administrators, implem@maspecialists, data center support
engineers, senior application designers & devekpe

Materials & Approximate Course Cost:
Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00

Courses COR11DBA1

Section I nformation:

Section: Date & Timelnfo: L ocation: Instructor:
1402  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 27, 2014, 4:30 PM Systems IT Jackson, MS
for 1 week
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Oracle

ORACLE DATABASE 11G: ADMINISTRATION 11

Brief Course Description:

/ . This course takes administrators beyond a basiemstahding of their duties and
B | provides advanced skills needed to effectively aister an Oracle database
ﬂ ORACLE qa¢ installation. Topics covered include:

. managing memory

| . managing storage & The Segment Advisor

«  globalization
. diagnosing database problems
. recovery concepts
. Oracle Flashback technology
. Flashback database & Flashback data archive
. automating tasks with the Scheduler
. managing database performance
. instance recovery
. configuring RMAN
. backup with RMAN
. RMAN management with EM
. user-managed recovery operations
. using the RMAN recovery catalog
. transporting TableSpaces.

DATABASE

Prerequisites: ORACLE DATABASE 11G: ADMINISTRATION |

Materials & Approximate Course Cost:
Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00

Courses COR11DBA2

Section I nformation:

Section: Date & TimeInfo: L ocation: Instructor:
1402  Starting Monday, Monday - 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
February 24, 2014, Friday 4:30 PM Systems IT  Jackson, MS
for 1 week

ITS Institute 40 Oracle Courses



SQL QUERYING: LEVEL 1 (4th Ed.)

Brief Course Description:

. This course will teach students how to compose $Qéries to retrieve information

{ ‘\'~1 from the database. Topics covered include:

':ILH ‘;l. . executing a simple query

- U . performing a conditional search
R «  working with functions

. organizing data

. retrieving data from multiple tables
S Q I . presenting query results.
SERVICES

Prerequisites: Students should be familiar with their computepsrating system and basic operation.

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Fundamentals of SQL Querying 45.00
Estimated Costs for State Employee $170.00
Course: CSQL41
Section Information:
Section: Date & Timelnfo: L ocation: Instructor:
1404  Starting Monday, 8:30 AM — Classroom 108 3771 Eastwood Dr.  Burrell Brown
February 10, 2014, 4:30 PM Jackson, MS

for 1 day
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SQL QUERYING: LEVEL 2 (4th Ed.)

Brief Course Description:

. In this course, students will create advanced SQeérigs and manipulate and index
{ h tables. Topics covered include:
t 1;:1 . advanced querying using subqueries
L X y J «  manipulating table data
e «  manipulating the table structure

. working with views
. indexing data.

SQL

SERVICES
Prerequisites: SQL QUERYING: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Advanced SQL Querying 45.00
Estimated Costs for State Employee $170.00
Course: CSQL42
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1404  Starting Tuesday, 8:30 AM - 4:30 PM Classroom 108 3771 Eastwood Dr. Burrell Brown
February 11, 2014, Jackson, MS
for 1 day
ITS Institute 42
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Project Management

CRYSTAL REPORTS11: LEVEL 1

Brief Course Description:

® In this course, students will build basic list agrdup reports that work with almost any
C 3 ) database. Topics covered include:
O «  creating a report
crystal re DOI"tS . displaying specific report data

. grouping report data
building formulas
formatting reports
enhancing reports
creating pie charts
distributing data.

Prerequisites: Students should be familiar with the basic fundioftheir computer's operating system and
have a basic understanding of database concepts.

Materials & Approximate Course Cost:

Tuition for state employees $675.00
Estimated Costs for State Employee $675.00
Course: CCR111
Section Information:
Section: Date & Timenfo: L ocation: Instructor:
1402  Starting Thursday, Thursday & 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 16, 2014, Friday 4:30 PM Systems IT  Jackson, MS

for 2 days
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Project Management

CRYSTAL REPORTS11: LEVEL 2

Brief Course Description:

® In this course, students will learn how to createrensophisticated reports, including
® @ subreports and cross-tabs, and how to increasspied and efficiency of their reports
Q by using SQL queries. Topics covered include:
crystal reports . creating running totals

building cross-tabs in reports
. adding subreports
. creating drill-downs
enhancing report processing by writing SQL statesie
charting data
reporting on Excel data with Crystal Reports
working with prompts
. enhancing report functionality.

Prerequisites: CRYSTAL REPORTS 11: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $675.00
Estimated Costs for State Employee $675.00
Course: CCR112
Section Information:
Section: Date & Timenfo: L ocation: Instructor:
1402  Starting Monday, Monday &  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 27, 2014, Tuesday 4:30 PM Systems IT  Jackson, MS

for 2 days
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Project Management

PROJECT MANAGEMENT PROFESSIONAL (PMP)

EXAM PREPARATION

Brief Course Description:

PMP. .

Project Management

Prerequisites:

Topics covered include:

. examining professional project management

. initiating a project
planning project work
developing project schedules
developing cost estimates & budgets
planning project quality, staffing, & communicat®
analyzing risks & planning risk responses
planning project procurement
executing project work
managing project procurement
monitoring & controlling project work
monitoring & controlling project schedule & costs
monitoring & controlling project performance & difa
. monitoring & controlling project risk & procuremesn
. closing the project.

MICROSOFT PROJECT 2010: LEVEL 1
MICROSOFT PROJECT 2010: LEVEL 2
WORD 2010: LEVEL 1
WORD 2010: LEVEL 2

Materials & Approximate Course Cost:

Tuition for state employees $1,995.00
Estimated Costs for State Employee $1,995.00
Courses CNHPMP
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1404  Starting Monday, Monday - Friday  8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
February 3, 2014, 4:30 PM Systems IT  Jackson, MS
for 1 week ONLINE LIVE
ITS Institute 45 Project Management Courses



MICROSOFT SHAREPOINT DESIGNER 2010:
LEVEL 1

Brief Course Description:

In this course, students will use Microsoft OffisharePoint Designer 2010 to create
and modify a SharePoint site. Topics covered olu
. getting started with the SharePoint Designer emvitent
creating a subsite
adding content to the site
formatting a site with cascading style sheets
linking Web pages

SharePoint Designer 2010

- adding SharePoint components to the site
automating business processes with workflows.
Prerequisit&: MICROSOFT SHAREPOINT FOUNDATION 2010: LEVEL 1

MICROSOFT SHAREPOINT FOUNDATION 2010: LEVEL 2
WEB DEVELOPMENT WITH CASCADING STYLE SHEETS

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Courses CNHSPD101

Section I nformation:

Section: Date & Time Info: L ocation: Instructor:
1403 Starting Wednesday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
February 5, 2014, 4:30 PM Systems IT Jackson, MS
for 1 day

ITS Institute 46 SharePoint Courses



MICROSOFT SHAREPOINT DESIGNER 2010:
LEVEL 2

Brief Course Description:

In this course, students will extend a SharePdtet sy including serverside controls
ity . and administer a SharePoint site. Topics covereldde:
SHArEPRinL ElesigRer 2l «  working with ASP.NET forms
. implementing custom content types
integrating SharePoint sites with data sources
manipulating external data sources

b i implementing advanced data integration using $tairg Designer 2010

.

creating workflows

administering a SharePoint site using SharePaésidher 2010.
Prerequisites: MICROSOFT SHAREPOINT DESIGNER 2010: LEVEL 1

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Courses CNHSPD102

Section I nformation:

Section: Date & Timenfo: L ocation: Instructor:
1403  Starting Thursday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
February 6, 2014, 4:30 PM Systems IT Jackson, MS
for 1 day

ITS Institute 47 SharePoint Courses



New/y%

MICROSOFT SHAREPOINT DESIGNER 2013

Brief Course Description:

In this course, students will create and publiskt@m SharePoint workflows without
code using SharePoint Designer 2013. Topics cdvectude:

- . getting started with SharePoint Designer 2013
> SharePoint «  customizing & implementing content types
. integrating data sources using SharePoint Designer

. creating workflows with the Workflow Platform
. creating workflows with SharePoint Designer & \disi
. packaging & deploying workfows.

Microsaft Sharepeint 2013

Prerequisites: MICROSOFT SHAREPOINT FOUNDATION 2013: SITE OWNER

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Course: CNHSPD13

Section I nformation:

Section: Date & TimeInfo: L ocation: Instructor:
1401  Starting Tuesday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 21, 2014, 4:30 PM Systems IT Jackson, MS
for 1 day

ITS Institute 48 SharePoint Courses



MICROSOFT SHAREPOINT FOUNDATION 2010:
LEVEL 1

Brief Course Description:

Topics covered include:

. SharePoint introduction

. working with lists
\ working with libraries
communicating with team members
working remotely with SharePoint content
customizing your SharePoint environment
. creating a team site
. performing basic site administration.

Microsoft®

SharePoint 2010 :

Prerequisites: This course is intended for anyone that works BitlarePoint team sites, libraries, lists, and
items.

Materials & Approximate Course Cost:
Tuition for state employees $550.00
Estimated Costs for State Employee $550.00

Courses CNHSPF101

Section I nformation:

Section: Date & TimeInfo: L ocation: Instructor:
1402  Starting Thursday, Thursday & 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
March 20, 2014, Friday 4:30 PM Systems IT  Jackson, MS
for 2 days

ITS Institute 49 SharePoint Courses



New/y%

MICROSOFT SHAREPOINT FOUNDATION 2013:
SITE OWNER

Brief Course Description:

In this course, students will learn how to creatnfigure, and manage a SharePoint
Team Site. Topics covered include:

: . creating a new site
> SharePoint «  adding & configuring libraries
adding & configuring lists

. configuring site settings, navigation, & search
. assigning permissions & access rights
. configure content roll-up

. summary links

. & site maps.

Micrasoft Sharepoint 2013

Prerequisites: Students should have basic end-user skills withddiivs 8 and any or all of the Microsoft
Office 2007, 2010, or 2013 suite components, asagabasic competence with Internet
browsing.

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Courses CNHSPF13S0O

Section I nformation:

Section: Date & Time Info: L ocation: Instructor:
1401 Starting Thursday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 23, 2014, 4:30 PM Systems IT  Jackson, MS
for 1 day

ITS Institute 50 SharePoint Courses



New/y%

MICROSOFT SHAREPOINT FOUNDATION 2013:
SITE USER

Brief Course Description:

In this course, students will learn how to use ar€Roint Team Site to access, store,
and share information and documents. Topics coviedude:
; . accessing & navigating SharePoint Team Sites
. working with documents, content, & libraries
Microsoft Sharepeint 2013 * Working with lists
. configuring your SharePoint profile

. integrating with Microsoft Office
. working offline & remotely with SharePoint.

Prerequisites: Students should have basic end-user skills withdéiivs 8 and any or all of the Microsoft
Office 2007, 2010, or 2013 suite components, asaggbasic competence with Internet
browsing.

Materials & Approximate Course Cost:
Tuition for state employees $295.00
Estimated Costs for State Employee $295.00

Courses CNHSPF13SU

Section I nformation:

Section: Date & Timenfo: L ocation: Instructor:
1401  Starting Wednesday, 8:00 AM — Suite R-101, 1855 Lakeland Dr. SYSTEMS IT
January 22, 2014, 4:30 PM Systems IT  Jackson, MS
for 1 day

ITS Institute 51 SharePoint Courses



EXCEL 2010: LEVEL 1

Brief Course Description:

— This course teaches the basic functions and featofeExcel 2010. After an
{ ’ introduction to spreadsheet terminology and Exeeifglow components, students will
f learn how to use the Help system and navigate wests and workbooks. Topics
| : - . covered include:
| aﬂ' \ = «  getting started
| -y «  entering and editing data
¥ < . modifying a worksheet

o «  functions
. formatting
. printing
. charts

. managing large workbooks.
Prerequisites: INTRODUCTION TO WINDOWS

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Excel 2010: Basic 20.00
Estimated Costs for State Employee $145.00
Course: CEX101
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1404  Starting Wednesday, 8:30 AM — Classroom 107 3771 Eastwood Dr.  Anne Butler
January 15, 2014, 4:30 PM Jackson, MS
for 1 day
1405  Starting Wednesday, 8:30 AM — Classroom 107 3771 Eastwood Dr.  Anne Butlet
March 19, 2014, 4:30 PM Jackson, MS
for 1 day

ITS Institute 52 Spreadsheet Courses



EXCEL 2010: LEVEL 2

Brief Course Description:

— Topics covered include:

. using multiple worksheets & workbooks
. advanced formatting
. outlining & subtotals
. cell & range names
. tables

" —d!

- . Web & sharing features
= advanced charting
. documenting & auditing
. templates & settings.
Prerequisites: EXCEL 2010: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Excel 2010: Intermediate 20.00
Estimated Costs for State Employee $145.00
Course: CEX102
Section I nfor mation:
Section: Date & Time Info: L ocation: Instructor:
1404  Starting Wednesday, 8:30 AM — Classroom 108 3771 Eastwood Dr. Anne Butler
February 19, 2014, 4:30 PM Jackson, MS
for 1 day
ITS Institute 53 Spreadsheet Courses



Word Processing

WORD 2010: LEVEL 1

Brief Course Description:

This course covers the basic features & functidn#/ord 2010. After an introduction
to Word's window components, students will learrvho use the Help system and
navigate documents. Topics covered include:

. getting started

. navigation and selection techniques

. editing text

. . formatting text

- . tables
. page layout
. proofing and printing documents
. graphics.

Prerequisites: INTRODUCTION TO WINDOWS

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Word 2010: Basic 20.00
Estimated Costs for State Employee $145.00
Course: CWD101
Section Information:
Section: Date & Timelnfo: L ocation: Instructor:
1404  Starting Thursday, 8:30 AM — Classroom 108 3771 Eastwood Dr. Anne Butler
January 16, 2014, 4:30 PM Jackson, MS
for 1 day
1405  Starting Thursday, 8:30 AM — Classroom 108 3771 Eastwood Dr. Anne Butler
March 20, 2014, 4:30 PM Jackson, MS
for 1 day

ITS Institute 54 Word Processing Courses



Word Processing

WORD 2010: LEVEL 2

Brief Course Description:

Topics covered include:

. styles & outlines

. sections & columns
formatting tables
printing labels & envelopes
templates & building blocks
graphics
managing document revisions
. Web features.

-

Prerequisites: WORD 2010: LEVEL 1

Materials & Approximate Course Cost:

Tuition for state employees $100.00
Lab Fees $25.00
Word 2010: Intermediate 20.00
Estimated Costs for State Employee $145.00
Course: CWD102
Section Information:
Section: Date & Timelnfo: L ocation: Instructor:
1404  Starting Wednesday, 8:30 AM — Classroom 108 3771 Eastwood Dr. Anne Butler
February 5, 2014, 4:30 PM Jackson, MS

for 1 day

ITS Institute 55 Word Processing Courses



Expanded Offering of On-Line Live Classes

The past few years, ITS and Systems IT provided you with Mentored Learning, where a student
sat in classes with pre-recorded instruction supplemented by a live Systems IT instructor to
answer questions. The only limiting factor was that the local instructor, aka “the mentor,” had
to be an expert on the material being delivered in order to mentor you. Finding a local “subject
matter expert” in every technology application is virtually impossible.

We now have access to the best instructors from the 300+ Systems ITCenters® around the world
to teach all the most popular courses locally in Jackson, Mississippi. For the student it means
sitting in a live class where you are signed onto a computer, viewing and listening to a live
instructor, asking questions when you desire in real time, and hearing discussions between
students who could be in Alabama, North Dakota or Ireland. The student still receives the live
instruction everyone wants. For your agency, it means saving the travel expense involved in
sending employees to an expensive, faraway city for training. The agency maintains access to its
valued employee in case of an emergency. This is a “win-win” situation!

Now, in addition to the traditional instructor-led classes offered through local Systems ITsubject
matter experts (Richard, John and Chris), we are able to offer Cisco, Citrix, VMware, high-end
Microsoft, Oracle, high-end .net, high-end security, and an abundance of soft skill instruction
here in Mississippi through ON-LINE LIVE. Your classmates in these classes are people from
around the country that are just like you, with challenges just like yours, doing jobs just like
yours. By taking a class with these other people, you will benefit from their questions,
participation, and real life experiences.

The schedule of On-Line Live classes is listed on the following pages. PLEASE CALL SUSAN
MCCLAIN AT (601) 432-8186 TO SCHEDULE AN ON-LINE LIVE CLASS.

ALL ON-LINE LIVE CLASSES BEGIN PROMPTLY AT 8:00 A.M.
STUDENTS MUST ARRIVE BY 7:45 A.M. IN ORDER TO ALLOW CLASS TO BEGIN ON TIME.

ITS Institute 56 On-Line Live Training
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WELCOME TO SKILLSOFT ONLINE TRAINING!
The ITS Institute has entered into an agreemefit 8killsoft to provide self-paced, on-line trainitgMississippi public
entities. State agencies, county and local goventsn public schools, and institutions of highariéng are eligible to participate
in this agreement.

Skillsoft offers over 3,200 courses available Via internet. For a complete listing, vigitww.skillsoft.com/catalog/.

Training is available anywhere, anytime. Stud@ntgress at their own speed and can return todheses for "just-in-time"
reference. Skill Assessment helps students me#iseireprogress. There is sound instructionalgteaind consistent content for
all students. Throughout the courses there aré-stap simulations to give students an opportutttpractice what they have
learned.

Available subscriptions and costs:

»  Skillchoice Complete - $225 per student for one full year, includesfti®wing:
0 Business Courseware Collection (1,000 courses)
Desktop Courseware Collection (500 courses)
IT Courseware Collection (1,700 courses)
Mentoring
Express Guides
Business Pro by Books 24x7 (8,000 digitized books)
IT Pro by Books 24x7 (11,000 digitized books)
o Office Essentials by Books 24x7 (600 digitized bs)ok
e Full Library — $150 per student for one full year, includesfdiiewing:
0 Business Courseware Collection (1,000 courses)
o Desktop Courseware Collection (500 courses)
o IT Courseware Collection (1,700 courses)
* Technical (IT) Library - $150 per student for one full year, includesfti®wing:
o IT Courseware Collection (1,700 courses)
o IT Pro by Books 24x7 (11,000 digitized books)
o Mentoring
* BusnessLibrary - $150 per student for one full year, includes fitilowing:
0 Business Courseware Collection (1,000 courses)
0 Business Pro by Books 24x7 (8,000 digitized books)
o Mentoring
» Desktop Library - $55 per student for one full year subscriptionjudes the following:
o Desktop Courseware Collection (500 courses)
o Office Essentials from Books 24x7 (600 digitizedks)

O O0O0OO0OO0OO0o

If an employee leaves the department, the studenady be reassigned to another staff member fob#fence of the license
period. Access to all courses is one price patestty which includes technical support, marketimgp®rt, and reporting
capabilities. Installation is minimal since cowwgday directly from standard browsers and useac8have plug-in for
simulations.

Please visitvww.skillsoft.comfor more course information.

How to Participate:
Print and complete th@S Institute Online Training Registration Foand email or fax it t&usan McClain

For More Information Contact:
Susan McClain, ITS Institute
susan.mcclain@its.ms.gov
Phone:(601) 432-8186
Fax:(601) 713-6380

ITS Institute 68 Skillsoft Online Training
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Skillsoft provides comprehensive e-learning content and technology products for business and IT professionals.
Skillsoft's multi-modal learning solutions enhance the speed and effectiveness of formal and informal learning and
integrate Skillsoft’'s in-depth courseware, Referenceware®, learning management platform, virtual classroom technology
and support services. For more information visit www.skillsoft.com.
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Performing Risk Analysis (PMBOK&reg; Guide

Fifth Edition) ........ccccoeiiiiees proj_27_a03_bs_enus
Risk Response and Control (PMBOK&reg; Guide

Fifth Edition) .......cccoveeiiiiiiiieeeecs proj_27_a04_bs_enus

Project Procurement Management (PMBOK®
Guide - Fifth Edition-aligned)

Planning Project Procurement Management

(PMBOKG&reg; Guide Fifth Edition).. proj_28_a01_bs_enus

Managing Procurements (PMBOK&reg; Guide
Fifth Edition) ........cccccoeiiiiieees proj_28 a02_bs_enus

Project Stakeholder Management (PMBOK®
Guide - Fifth Edition-aligned)

Project Stakeholder Management (PMBOK&reg;

Guide Fifth Edition) ........cccccoovvivinnenn.. proj_29 a0l bs_enus

Managing and Controlling Stakeholder
Engagement (PMBOK® Guide Fifth Edition)proj_29_a02_bs_enus

Project Management Essentials - (PMBOK®
Guide - Fourth Edition-aligned)

Managing Projects within Organizations proj_05_a0l1_bs_enus
Project Management Overview ....... proj_05_a02_bs_enus
Project Management Process Groups proj_05_a03_bs_enus

Project Integration Management (PMBOK®
Guide - Fourth Edition-aligned)

Integrated Initiation and Planning ....proj_06_a0l_bs_enus

Integrated Project Execution, Monitoring,
and Control ........ooooceeieeieee i proj_06_a02_bs_enus

Integrated Project Change Control and Close proj_06_a03_bs_enus

Project Scope Management (PMBOK® Guide -
Fourth Edition-aligned)

Project Requirements and Defining Scope proj_07_a01_bs_enus
Create Work Breakdown Structure .proj_07_a02_bs_enus
Monitoring and Controlling Project Scope proj_07_a03_bs_enus

Project Time Management (PMBOK® Guide -
Fourth Edition-aligned)

Defining and Sequencing Project Activities proj_08_a0l_bs_enus
Estimating Activity Resources and Durations proj_08_a02_bs_enus

Developing and Controlling the Project
Schedule........cccoooiiiiii proj_08_a03_bs_enus

Project Cost Management (PMBOK® Guide -
Fourth Edition-aligned)

Estimating and Budgeting Project Costs proj_09_a0l1_bs_enus
Controlling COStS .....cuvveeieeeiaiiiiieen. proj_09_a02_bs_enus

Project Quality Management (PMBOK® Guide -
Fourth Edition-aligned)

Project Quality Planning .................. proj_10_a0l bs_enus
Quality Assurance and Quality Control proj_10_a02_bs_enus
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B Project Human Resource Management (PMBOK® IT Project Management Essentials: Monitoring

Guide - Fourth Edition-aligned) and Controlling IT Projects............... proj_17_a04_bs_enus
IT Project Management Essentials: Managing

Planning Project Human Resources proj_11_a0l_bs_enus Risks in an IT Project..........c.c......... proj_17_a05_bs_enus

Managing Project Human Resources proj_11_a02_bs_enus IT Project Management Essentials: Testing

Planning and Managing Project Human Deliverables and Closing IT Projectsproj_17_a06_bs_enus

Resources Simulation ............cccoociiieereenninnnne. PROJO11A

B Managing Software Project Outsourcing
B Project Communications Management (PMBOK®

Guide - Fourth Edition-aligned) Managing Software Project Outsourcing:
Preparing to Manage an Outsourced Projectproj_18_a0l1_bs_enus

Stakeholders and the Communications Managing Software Project Outsourcing:

Management Plan ...........ccccceevunen. proj_12_a01_bs_enus Developing a Vendor Contract......... proj_18 a02_bs_enus

Processes for Managing Project Managing Software Project Outsourcing:

Communications .........ccccoeeeuvveeeennn. proj_12_a02_bs_enus Working with the Outsourced Team.proj_18_a03_bs_enus

Communicating Effectively with Project Managing Software Project Outsourcing:

Stakeholders Simulation.............ccccooveeeeiiineens PROJO12A Dealing with RiSKS...........ccccovverinnnen. proj_18 a04 bs_enus
B Project Risk Management (PMBOK® Guide - B Agile Practitioner - (PMI-ACP & ScrumMaster

Fourth Edition-aligned) aligned)

Risk Management Planning ........... proj_13_a01_bs_enus Agile Project Management Essentials ib_pmag_a01_it_enus

Identifying Project Risks ................. proj_13 a04_bs_enus Adopting an Agile Approach to Project

Performing Risk Analysis ............... proj_13_a02_bs_enus Management..............oooounniinienees ib_pmag_a02_it_enus

Risk Response, Monitor, and Control proj_13_a03_bs_enus An Overview of Agile Methodologies ib_pmag_a03_it_enus

Overview of the Scrum Development Process ib_pmag_a04_it_enu:

B Program Management (PMI® Second Edition- Agile Planning: Project Initiating and .
aligned) Requirements Gathering.................. ib_pmag_a05_it_enus
Agile Planning: Doing Estimates and
Introduction to Program Management proj_16_a01_bs_enus Completing the Release Plan........... ib_pmag_a06 _it_enus
Program Life Cycle and Benefits Management proj_16_a02_bs_enus Planning and Monitoring Iterations on an
Agile Project......cccccveeeiiiiiiiiieeces ib_pmag_a07_it_enus
B Project Procurement Management (PMBOK® Leading an Agile Team -...Io_pmag_a08_it_enus
Guide - Fourth Edition-aligned) Managing Stakeholder Engagement on an Agile
Project....ccccceeeiiiiiiiieeeceee e ib_pmag_a09_it_enus
Planning Project Procurement ........ proj_14 a0l bs_enus

Ensuring Delivery of Value and Quality in
Managing Procurements ................ proj_14 a02_bs_enus Agile Projects.......cccceeviiiiiieeeeennins ib_pmag_al0_it_enus

Core PMI® Values and Ethical Standards proj_15_a02_bs_enus
M Code of Ethics and Professional Conduct (PMI®

Standard-aligned) B PRINCE2®: 2009 Foundation

The Role of Ethics in Project Management proj_15_a01_bs_enus Overview of Project Management (PRINCE2®:

Core PMI® Values and Ethical Standards proj_]_5_a02_bs_enus 2009-a|igned) ...................................... ib_prin_aOl_it_enus
Project Organization, Planning and Risk

B T Project Management Essentials (PRINCE2®: 2009-aligned)................. ib_prin_a02_it_enus

Project Quality, Change and Progress

IT Project Management Essentials: (PRINCE2®: 2009-aligned)................. ib_prin_a03_it_enus

Introduction to IT Project Managementproj_17_a0l1_bs_enus Starting Up, Initiating and Directing a

IT Project Management Essentials: Initiating Project (PRINCE2®: 2009-aligned).....ib_prin_a04_it_enus

and Planning IT Projects.................. proj_17_a02_bs_enus Controlling, Managing and Closing a Project

IT Project Management Essentials: Executing (PRINCE2®: 2009-aligned)................. ib_prin_a05_it_enus

IT ProjectS.....cooovvvieeeeiiiiiiiieee e proj_17_a03_bs_enus

Tailoring PRINCEZ2 to a Project Environment
(PRINCE2®: 2009-aligned)................. ib_prin_a06_it_enus
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B Mentoring Assets Meeting Team Performance Challenges ._pc_ch_pach010

Mentoring PRINCE2: Foundation .................... mntprince2f

Mentoring Project Management Professional
(PMP) PMBOK Guide 5th Edition Aligned........ mntpmp5ed

Mentoring Certified Associate in Project

Management (CAPM) PMBOK Guide 5th Ed. mntcapm5ed B Certified Business Analysis Professional

(CBAP™) - BABOK® Guide V2.0 aligned
M Test Preps

Introduction to Business Analysis and

TestPrep PRINCE2: Foundation ...... ib_prin_a01_tp_enus Essential Competencies ................... ib_buap_a01_it_enus
TestPrep Project Management Professional Introduction to Business Analysis Planning ib_buap_a02_it_enus
(PMP) PMBOK Guide 5th Edition Alignedpm_proj_a04_tp_enus

Planning Business Analysis Communication and
TestPrep Certified Associate in Project MONIOTING ..o ib_buap_a03_it_enus

Management (CAPM) PMBOK Guide 5th Ed.pm_capm_a02_tp_enus Business Analysis Requirements Elicitation ib_buap_a04_it_enus

Business Analysis Requirements Management
and Communication .............cccvvveeen... ib_buap_a05_it_enus

Business Analysis: Enterprise Analysis ib_buap_a06_it_enus
Business Analysis: Introduction to

o Requirements Analysis ..................... ib_buap_a07_it_enus
B Optimizing Your Performance On a Team Business Analysis: Verify and Validate
Being an Effective Team Member team_02_a01 bs_enus Requirements........cccceeevveviieeeeeeeens ib_buap_a08_it_enus
Establishing Team Goals and Responsibilities team_02_a02_bs_enus Bus_ine_ss Analysis: Solution Assessm_ent and :
Validation .........cccveeeeeeeeiiiiieeeeeeee ib_buap_a09_it_enus

Elements of a Cohesive Team ..... team_02_a03_bs_enus
Effective Team Communication ... team_02_a04_bs_enus
Using Feedback to Improve Team Performance team_02_a05_bs_enus
Power and Politics in Matrixed Teams ..._pc_ch_mgch002

M Leading Teams

Leading Teams: Launching a Successful Team team_03_a0l1_bs_enus

Leading Teams: Establishing Goals, Roles,
and Guidelines .........ccccceeviiveneenn. team_03_a02_bs_enus

Leading Teams: Developing the Team and its
CUlture......coveveeeiiiiiieeeeeecee e, team_03_a03_bs_enus

Leading Teams: Building Trust and Commitment team_03_a04_bs_enus

Leading Teams: Fostering Effective
Communication and Collaboration team_03_a05_bs_enus

Leading Teams: Motivating and Optimizing
Performance.........ccccccccovvviiniennennn. team_03_a06_bs_enus

Leading Teams: Dealing with Conflict team_03_a07_bs_enus
Leading Teams: Managing Virtual Teams team_03_a08 bs_enus

Building Trust Incrementally ..........ccccceeen. _pc_bi_lshi004
INSpiring your Team .......cccceveeeeeiiiiiiieeeeeeens _pc_bi_Ishi010
Support Your Leader .........cccccceeeeeiiiiiinnenn. _pc_bi_pfbi010
Developing Self-Sufficient Teams .......... _pc_ch_mgch001
Choosing the Right Team Culture ............ _pc_ch_pfch006
Managing Communications in a Virtual Team _pc_bi_mghi001
Building and Leading Teams .................... _pc_ch_lach023
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DESKTOP SKILLS COURSEWARE Adding Links and Images in Dreamweaver CS4 at_dcsf_a02_it_enu

Tables, Accessibility, and Standards in
Dreamweaver CS4..........cccccveveeeninns at_dcsf_a03_it_enus

Reusing Content in Dreamweaver CS4 at_dcsf_a04_it_enus
Creating Interactive Web Pages in

Dreamweaver CS4..........ccoccveeeeennnns at_dcsf_a05_it_enus
B Adobe Flash CS5 Cascading Style Sheets in Dreamweaver CS4 at_dcsf_a06_it_enus
Dreamweaver CS4 Site Maintenance and
Introduction to Adobe Flash Professional CS5 at_fcsp_a01l1_it_enus Advanced Concepts........cccceeveeeeennnnns at_dcsf_a07_it_enus
Drawing and Working with Images in Flash CS5 at_fcsp_a02_it_enus
Using Flash CS5 Libraries, Text, and B Adobe Flash CS4
COMPONENtS...cccoviiiiiiieee e at_fcsp_a03_it_enus

Introduction to Adobe Flash CS4 Professional at_fcsf_a01_it_enus
Drawing and Working with Images in Flash CS4 at_fcsf_a02_it_enu
Using Flash CS4 Libraries, Text, and

Animation in Flash CS5 ..................... at_fcsp_a04_it_enus
ActionScript and Multimedia in Flash CS5 at_fcsp_a05_it_enus
Creating Navigation and Publishing Movies in

Flash CS5 ... ...~ at_fcsp_a06_it_enus COMPONENTS...cieiieiiiiiiieee e at_fcsf_a03_it_enus
Animation in Flash CS4 at_fcsf_a04_it_enus
B Adobe Photoshop CS5 ActionScript and Multimedia in Flash CS4 at_fcsf_a05_it_enus

Workflow and Adobe Integration in Flash CS4 at_fcsf_a06_it_enus

Photoshop CS5: Getting Started ...... at_pcsp_aOl it _enus Creating Navigation and Publishing Movies in

Photoshop CS5: Beyond the Basics .at_pcsp_a02_it_enus Flash CS4 ..., at_fcsf_a07_it_enus
Bl Adobe Dreamweaver CS5 Bl Adobe AIR for Flash Developers

Setting up a Site and Adding Content in Adobe Air for Flash CS4 Developers at_aafd_aO1_it_enus

Dreamweaver CS5.........cccccvvveveeennns at_dcsp_aOl it enus

Adding Links and Images in Dreamweaver CS5 at_dcsp_a02_it_enull Adobe Fireworks CS4
Tables, Accessibility, and Standards in

Dreamweaver CS5.......c.ccocveverannnne. at_dcsp_a03_it_enus Adobe Fireworks CS4: Fundamentals at_fwcs_aO1l_it_enus
Reusing Content in Dreamweaver CS5 at_dcsp_a04_it_enus
Creating Interactive Web Pages in B Adobe Captivate 4
Dreamweaver CS5.........cccovveeeeeenenne at_dcsp_a0O5_it_enus ) )
Adobe Captivate 4 ........cccocvveeveeenins at_capv_aOl it _enus

Cascading Style Sheets in Dreamweaver CS5 at_dcsp_a06_it_enus

Bl Adobe PhotoShop CS4 B Adobe Reader X

Adobe Reader X .....ccccoeceviiieneennnn. t_ad 01 _dt
Photoshop CS4: Getting Started ....... at_pcsf_a01_it_enus obe meader al_adre_abL_d._enus
Photoshop CS4: B d the Basics ..at f a02_it
otoshop eyond the Basics ..at_pcsf_a02_it_enus B Adobe Reader 9
B Adobe lllustrator CS4 Adobe Reader 9 ..........cccceeevvveeneennn. at_rean_aOl_dt_enus
Illustrator CS4: Getting Started .......... at_icsf_a0l1_it_enus B Adobe Reader 8.0

Illustrator CS4: Beyond the Basics ..... at_icsf_a02_it_enus
Using Adobe Reader 8 .................... at_adar_aOl1_dt _enus
B Adobe InDesign CS4

. _ _ B Adobe Acrobat 9
Adobe InDesign CS4: Fundamentals at_idcs_aO1 it _enus

Adobe Acrobat 9: Fundamentals ...... at_adan_aO1_it_enus
B Adobe Dreamweaver CS4

Setting up a Site and Adding Content in
Dreamweaver CS4.........cccovveeeeannnns at_dcsf_a01l1_it_enus
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B Adobe Acrobat 8.0 Adjusting Document Views and Customizing the
Appearance of Word 2013............. mo_adwo_a07_dt_enus

Creating and Working with PDFs in Adobe Sharing and Collaboration in Word 2013 mo_adwo_a08_dt_enus
Acrobat 8.......ccccvveiviieiei e, at_adab_a0l1 _dt enus

Editing and Reviewing in Adobe Acrobat 8 at_adab_a02_dt_enus B Microsoft Office 2013: Beginning Excel

Forms and Document Security in Adobe Acrobat

B at_adab_a03_dt_enus Creating Workbooks, Worksheets, and Data in
Advanced Features of Adobe Acrobat 8 at_adab_a04_dt_enus EXCEl 2013 ..ooooiiii mo_bgel a0l dt_enus
Saving and Printing Data in Excel 2013 mo_bgel_a02_dt_enus
B Adobe AIR 3 Formatting Cells and Worksheets in Excel
2013 mo_bgel_a03_dt_enus
Adobe Air 3 for Flash CS5.5 Developers at_airr_a01_it_enus Formatting Data in Excel 2013 ....... mo_bgel_a04_dt_enus
_ Presenting Data using Conditional Formatting
Bl Adobe InDesign CS5 and Sparklines in Excel 2013.......... mo_bgel_a05_dt_enus
. ) . . Performing Calculations Using Functions in
Adobe InDesign CS5: Fundamentals .at_idct_a01_it_enus Excel 2013 ... mo_bgel_a06_dt_enus

Presenting Data in Tables and Charts in
Excel 2013 ... mo_bgel_a07_dt_enus

M Microsoft Office 2013: Beginning Outlook

B Information Security for End Users Working with e-mail in Outlook 2013 mo_bgou_a01_dt_enus
Managing E-mail in Outlook 2013 .mo_bgou_a02_dt_enus

Introduction to Information Security .db_iseu_a0O1_dt_enus . ) .
Working with Contacts in Outlook 2013 mo_bgou_a03_dt_enus

Using your Desktop Computer and Mobile

Devices Safely ........coovovveeveeeennn db_iseu_a02_dt_enus Scheduling with Appointments, Events, and

Tasks in Outlook 2013 ................... mo_bgou_a04 _dt_enus

Using E-mail, the Internet, and Social Media . . . .
Working with Meetings in Outlook 2013 mo_bgou_a05_dt_enus

Safely in a Corporate Environment ..db_iseu_a03_dt_enus

B Microsoft Office 2013: Beginning PowerPoint

Creating Presentations in PowerPoint 2013 mo_bgpw_a01_dt_enus
Enhancing PowerPoint 2013 Presentations mo_bgpw_a02_dt_enus
Animations and Media in PowerPoint 2013 mo_bgpw_a03_dt_enus
Finalizing a PowerPoint 2013 Presentation mo_bgpw_a04_dt_enus

B Microsoft Office 2013: Advanced Excel

Creating and Customizing Visual Elements in

Excel 2013 ... mo_adel_a0l dt enus B Microsoft Office 2013: Beginning Word
Customizing Options and Views in Excel 2013 mo_adel_a02_dt_enus
Manipulating Data in Excel 2013 ... mo_adel_a03_dt_enus Performing Basic Tasks in Word 2013 mo_bgwo_a01_dt_enus
Data Search, Data Validation, and Macros in Editing and Formatting in Word 2013 mo_bgwo_a02_dt_enus
Excel 2013 .....oooiiiiiiiiiiieeeeee mo_adel_a04_dt_enus Using Tables in Word 2013 .......... mo_bgwo_a05_dt_enus
Structuring a Document in Word 2013 mo_bgwo_a03_dt_enus
B Microsoft Office 2013: Advanced Word Adding Lists and Objects in Word 2013 mo_bgwo_a04_dt_enus

Advanced Formatting in Word 2013 mo_adwo_a01_dt_enus
Customizing Document Layout in Word 2013 mo_adwo_a02_dt_enus
Advanced Table Customization in Word 2013 mo_adwo_a03_dt_enus Navigating, Lists, Libraries, Alerts, and

Microsoft Office 2013: SharePoint for End Users

Inserting and Formatting Graphics in Word Document Sets in SharePoint 2013mo_speu_a0l1_dt_enus
2013 . mo_adwo_a04_dt_enus My Site and Social Features in SharePoint

Navigating and Reviewing Documents in Word 2013 mo_speu_a02_dt_enus
2013 ., mo_adwo_a05_dt_enus Community Sites, Search, and Office

Reference Tools and Mail Merge in Word 2013 mo_adwo_a06_dt_enus [Ntégration in SharePoint 2013.......mo_speu_a03_dt_enus
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B Microsoft Office 2013: Advanced Outlook

Formatting E-mail and Configuring Message
Options in Outlook 2013................ mo_adou_a0l_dt_enus

B Microsoft SharePoint 2010: New Features for

End Users

SharePoint 2010 New Features for End Users mo_nspe_a0l1_dt_en

Management and Customization in Outlook 2013 mo_adou_a02_dt_enus

Mail Automation, Cleanup, and Storage in
Outlook 2013.......ccvviveeeeeiiieee, mo_adou_a03_dt_enus

Collaboration and Customization with the

Calendar, Contacts and Tasks in Outlook 2013mo_adou_a04_dt_enus

Microsoft Office 2013: Power User Excel

Sharing and Linking Data, and Adding Office
Apps to Excel 2013 ........cccceeeeenee mo_puel_a0l dt enus

Advanced Formulas and Functions in Excel
2013 e mo_puel_a04_dt_enus

Microsoft Office 2010: New Features

Office 2010 New Core Features ..... mo_otnf_a0l1_dt_enus
New Messaging and Collaboration Features in

Office 2010...cccceiiiiiiiiieeeeeiieeeeeen mo_otnf_a02_dt_enus
Office 2010 Web Apps and New Features in
Publisher and Mobile....................... mo_otnf_a03_dt_enus

Microsoft Office 2010 New Features for Users
Migrating from Office 2003

The New Office 2010 Interface, Word 2010,

and Excel 2010 ......cccceeeevvivnnnnnnn. mo_nfum_a0l1_dt_enus
Outlook 2010 and Collaboration in Office
2010 . mo_nfum_a02_dt_enus

New Features for PowerPoint, Publisher, and
Access in Office 2010.................... mo_nfum_a03_dt_enus

Microsoft Office 2010: Beginning Word

Getting Started with Word 2010 ... mo_bwrd_aO1_dt_enus

Formatting and Working with Text in Word
2010 . mo_bwrd_a02_dt_enus

Organizing and Arranging Text in Word 2010 mo_bwrd_a03_dt_enus.

Moving Around in Word 2010 ....... mo_bwrd_a04_dt_enus
Structuring Word 2010 Documents mo_bwrd_a05_dt_enus
Reviewing Documents in Word 2010 mo_bwrd_a06_dt_enus

Saving, Sharing, and Printing in Word 2010 mo_bwrd_a07_dt_enus

Customizing the Behavior and Appearance of
Word 2010.......c.uevieieeeiiiiiieeeeeeee mo_bwrd_a08_dt_enus

Drawing and Inserting Graphics in Word 2010 mo_bwrd_a09_dt_enus

B Microsoft SharePoint 2010 for End Users

Getting Started with SharePoint 2010 mo_ospe_a0l1_dt_enus
Using SharePoint 2010 with Office 2010 mo_ospe_a02_dt_enus

Microsoft SharePoint 2010: New Features for
Power Users

Microsoft SharePoint 2010: New Features for
Power USErs .......cccocoeiiiiiiiiine mo_nspp_a0l_dt _enus

Microsoft SharePoint 2010 for Power Users

Managing SharePoint 2010 Sites, Lists, and

Libraries .....c.cccooeviieiiieeiiiiiieeeee mo_ospp_a0l_dt_enus
Managing SharePoint 2010 Pages and
ComponNeNts.........cooeeeeeiieiiiiienenennn. mo_ospp_a02_dt_enus

SharePoint 2010 Security and Business
Intelligence........ccocvveveeeiiiiiiieeeeen mo_ospp_a03_dt_enus

Microsoft Office 2010: Beginning Excel

Getting Started with Excel 2010 ..... mo_bexI_a0l1_dt enus

Applying Basic Data Formatting in Excel 2010 mo_bexI_a02_dt_ent
Moving and Getting Around in Excel 2010 mo_bex|_a03_dt_enus

Moving Data and Modifying Worksheets in

Excel 2010 .......cccviiveeieeeiiciiieneen, mo_bexl_a04_dt_enus
Saving, Sending, and Printing Excel 2010
WOrkbooKsS..........coevvieiiiiiiiiiieeees mo_bex|_a05_dt_enus
Using Conditional Formatting, Tables, and

Sparklines in Excel 2010................. mo_bexlI_a06_dt_enus
Reviewing and Protecting Content in Excel

2010 i mo_bex|_a07_dt_enus

Using Basic Formulas in Excel 2010 mo_bexl_a08 dt_enus
Using Basic Functions with Excel 2010 mo_bexl_a09_dt_enus
Inserting Basic Charts in Excel 2010 mo_bexl_al0_dt enus

Adding Visuals, Themes, and Styles to Excel
2010 WorkbooKs..........ccceeeiiiiiennennn. mo_bexl_all dt enus

Microsoft Office 2010: Beginning Outlook

Getting Started with Outlook 2010 .mo_bout_a01_dt_enus

Managing Conversations and Organizing E-mail
in Outlook 2010......cccccveeeeeiiiiieeee, mo_bout_a02_dt_enus

Managing Attachments, Graphics, Signatures,
and Autoreplies in Outlook 2010.....mo_bout_a03_dt_enus

Using the Calendar for Appointments, Events,
and Meetings in Outlook 2010......... mo_bout_a04_dt_enus
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Managing Meetings and Customizing the M Microsoft Office 2010: Beginning PowerPoint
Calendar in Outlook 2010............... mo_bout_a05_dt_enus

Outlook 2010 Social Connector and Messaging mo_bout_a06_dt_enus Getting Started with PowerPoint 2010 mo_bppt_a01_dt_enus
Working with Contacts in Outlook 2010 mo_bout_a07_dt_enus Visually Enhancing PowerPoint 2010
. Presentations............cccccoooeciiennenn. mo_bppt_a02_dt_enus
Using the Tasks, Notes, and Journal Features ] ) ) i
in Outlook 2010 ........ccceeeeeerren, mo_bout_a08_dt_enus Adding Images to Presentations in PowerPoint
- - T 2010 i mo_bppt_a03_dt_enus
; . . Using Multimedia and Animations in
Microsoft Office 2010: Advanced Word PowerPoint 2010........c.ccevviiiiiennennn. mo_bppt_a04_dt_enus
Using Themes, Backgrounds, Watermarks, and
Quick Parts in Word 2010 ............. mo_awrd_a0l_dt_enus B Microsoft Office 2010: Advanced PowerPoint
Adding Tables of Contents, Footnotes, ) ) ]
Hyperlinks, and Bookmarks in Word 2010mo_awrd_a02_dt_enus lLDJsmg Qd}/anzcoefOS“de Show Tools in oL
. . . 12010 t t
Forms, Fields, and Mail Merge in Word 2010 mo_awrd_a03_dt_enus ower 0|r? ) mo_app _AvL_dienus
M ing. | " dR ina Word Collaborating and Sharing Presentations in
anaging, Inspecting, and Recovering vvor PowerPoint 2010........c.cccceevvvvenennn. mo_appt_a02_dt_enus
2010 DoOCUMENtS .....evveeeeeriiiieennn. mo_awrd_a04_dt_enus

Creating and Formatting Tables in Word 2010 mo_awrd_aOS_dt_emﬁ

Manipulating Tables in Word 2010 mo_awrd_a06_dt_enus

Embedding Charts and Tables into Word 2010 mo_awrd_a07_dt_enus Getting Started with Access 2010 .mo_bacc_a01_dt_enus
Creating Basic Tables in Access 2010 mo_bacc_a02_dt_enus

Microsoft Office 2010: Advanced Excel Data Manipulation and Simple Relationships
in Access 2010.......ccccvvveeeeeiinnnnnnn. mo_bacc_a03_dt_enus

Introduction to Forms in Access 2010 mo_bacc_a0O4_dt_enus
Modifying Basic Forms in Access 2010 mo_bacc_a05_dt_enus

Microsoft Office 2010: Beginning Access

Customizing Visual Elements in Excel 2010 mo_aexl_a01_dt_enus

Workbook Settings, Conditional Formatting,
and Number Formats in Excel 2010 mo_aexl_a02_dt_enus

Organizing Data and Objects in Excel 2010 mo_aexl_a03_dt_enus
Verifying Excel 2010 Data and Formulas mo_aexl_a04_dt_enus
Automating Excel 2010 Tasks Using Macros mo_aex|_a05_dt_enus u

Introduction to Queries in Access 2010 mo_bacc_a06_dt_enus
Introduction to Reports in Access 2010 mo_bacc_a07_dt_enus

] ] ) 7 Microsoft Office 2010: Beginning Project
Analyzing Data with What-if Analysis in

EXxcel 2010 ....ooveiiiiiiiiiieiiieiee mo_aexl_a06_dt_enus Introduction to Project Management using

PivotTables and PivotCharts in Excel 2010 mo_aexl_a07_dt_enus Project 2010........ccoeiiiniiiiiien, mo_bprj_a01_dt_enus
PivotTable Filters, Calculations, and Introduction to Project 2010 ............ mo_bprj_a02_dt_enus
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Essentials of Interviewing and Hiring:
Screening Applicants for Interviewing .hr_06_a01_bs_enus

Essentials of Interviewing and Hiring:
Preparing to Interview ......................... hr_06_a02_bs_enus

Essentials of Interviewing and Hiring:
Conducting an Effective Interview....... hr_06_a03_bs_enus

Essentials of Interviewing and Hiring:

Behavioral Interview Techniques........ hr_06_a04 bs_enus
Essentials of Interviewing and Hiring:

Selecting the Right Candidate............. hr_06_a05_bs_enus
Guarding against Interviewing Biases ........ _pc_bi_hrbi003
Screening Applicants for Emotional

INtelligenCe ... _pc_bi_hrbi012
Conducting Interviews: Asking the Right

QUESHIONS....uviiiiee e _pc_bi_hrbio14

Creating a Compelling Job Description ...... _pc_bi_hrbi015
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Hiring Strategic Thinkers .............cccccee.e. _pc_ch_lach011
Hiring a New Employee .........ccccoiiiiinnenn. _pc_ch_lach028

The role of HR as a Business Partner

HR as Business Partner: From Cost Center to

Strategic Partner ........cccccoevvvvvvvveeeeenn. hr_07_a0l1_bs_enus
HR as Business Partner: Linking HR Functions

with Organizational Goals .................. hr_07_a02_bs_enus
HR as Business Partner: Managing Talent for
Organizational Success............cc........ hr_07_a03_bs_enus
HR as Business Partner: Using Metrics and

Designing Strategic Initiatives ............ hr_07_a04_bs_enus

Organizational Behavior

Fundamentals of Organizational Behavior for
the Individual ............ccoovvieieeiiiiii. hr_08_a0l1_bs_enus

Fundamentals of Organizations — Groups hr_08_a02_bs_enus

Understanding Organizational Power and

PONLICS i hr_08_a03_bs_enus
Organizational Structure and Employee
Behavior.........ccccuveviieiiiiiiiiiccceeecs hr_08_a04_bs_enus

Organizational Behavior: Dynamics of a
Positive Organizational Culture........... hr_08_a05_bs_enus

Human Resources Core Knowledge (HRCI:
PHR/SPHR-aligned)

Human Resources Core Knowledge: Skills,

Concepts, and TOOIS ...........cccvvvveeennn. hr_09 a0l bs_enus
Human Resources Core Knowledge: Functions
and ACHIVItIES ......oovvieiieeeeeiieeee e hr_09_a02_bs_enus

Final Exam: Human Resources Core Knowledge
(HRCI: PHR/SPHR-aligned)................ hr_09 a0l fe_enus

Business Management and Strategy (HRCI:
PHR/SPHR-aligned)

Business Management and Strategy: The HR
Function and Business Environment.. hr_10_a01_bs_enus

Business Management and Strategy: HR and the

Strategic Planning Process. ................ hr_10_a02_bhs_enus
Business Management and Strategy: HR
Functions and Roles.............c.cccoee hr_10_a03 _bs_enus

Final Exam: Business Management and Strategy
(HRCI: PHR/SPHR-aligned)................ hr_10_a01 _fe_enus

Workforce Planning and Employment (HRCI:
PHR/SPHR-aligned)

Workforce Planning and Employment:
Employment Legislation ..................... hr_11 a0l bs_enus

Workforce Planning and Employment:

Recruitment Strategies .........ccccceeenee hr_11_a02_bs_enus
Workforce Planning and Employment: Sourcing
and Selecting Candidates.................... hr_11 _a03 bs_enus

Workforce Planning and Employment:
Orientation, Onboarding, and Exit Strategieshr_11_a04_bs_enus

Final Exam: Workforce Planning and
Employment (HRCI: PHR/SPHR-aligned)hr_11 a0l fe_enus

Human Resource Development (HRCI:
PHR/SPHR-aligned)

Human Resource Development: Regulations and

Organizational Development............... hr_12_a01_bs_enus
Human Resource Development: Employee
TraiNiNg ...ccooeeiiiee e hr_12_a02_bs_enus

Human Resource Development: Performance
Appraisal and Talent Management.....hr_12_a03_bs_enus

Final Exam: Human Resource Development
(HRCI: PHR/SPHR-aligned)................ hr_12 a0l fe_enus

Compensation and Benefits (HRCI: PHR/SPHR-
aligned)

Compensation and Benefits: Regulations,
Strategies, and Needs Assessment....hr_13_a01_bs_enus

Compensation and Benefits: Managing
Policies, Programs, and Activities....... hr_13_a02_bs_enus

Compensation and Benefits: Organizational
Responsibilities ..........cccccoiiiien. hr_13_a03_bs_enus

Final Exam: Compensation and Benefits (HRCI:
PHR/SPHR-aligned) .........ccccocvvveeeennnns hr_13_ a0l _fe_enus

Employee and Labor Relations (HRCI:
PHR/SPHR-aligned)

Employee and Labor Relations: Employment
Regulations and Organizational Programshr_14 a0l bs_enus

Employee and Labor Relations: Behavioral and
Disciplinary Issues and Resolution .....hr_14_a02_bs_enus

Employee and Labor Relations: Unions and

Collective Bargaining ............ccccveeeen... hr_14 a03 bs_enus
Final Exam: Employee and Labor Relations
(HRCI: PHR/SPHR-aligned)................ hr_14 a01_fe_enus

Risk Management (HRCI: PHR/SPHR-aligned)

Risk Management: Organizational Risk and
Safety and Health Legislation ............. hr_15 a0l _bs_enus

Risk Management: Workplace Safety, Security,
and Privacy ........o.occoeeeeeeeiiiiiiiiieeeeee hr_15 a02_bs_enus

Final Exam: Risk Management (HRCI:
PHR/SPHR-aligned) .........ccccccveveeennns hr_15 a0l fe_enus
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B Strategic Human Resource Management (HRCI: Management Essentials: Delegating mgmt_15_a02_bs_enus

SPHR-aligned) Management Essentials: Developing Your
. . Direct Reports.......ccccveeeeeevivvennennn. mgmt_15 a03_bs_enus
Strategic HR for SPHR Exam Candidates Part | hr_16_a01_bs_enus Management Essentials: Confronting Difficult

Strategic HR for SPHR Exam Candidates Part Employee Behavior....................... mgmt_15_a04_bs_enus

I hr_16_a02_bs_enus Management Essentials: Managing a Diverse
Final Exam: Strategic Human Resource T@AM ...cvovveeeeieeceeeee e mgmt_15_a05_bs_enus

Management (HRCI: SPHR-aligned)...hr_16_a01_fe_enus Management Essentials: Treating Your Direct

Reports Fairly.......ceeeeeiiiiiiiinnenn. mgmt_15_ a06_bs_enus
Management Essentials: Caring about Your
Direct Reports.......ccccveeeeveiivvennennn. mgmt_15 a07_bs_enus
Acting DecCiSiVely .......cccocvveviieiiiiiiiiiine, _pc_ch_lach034
) ) Employee Dismissal ........cccccceeeeeiiiiiinnenn. _pc_ch_lach038
B The Fundamentals of Business Crises . . : .
Managing Fairly .........ccocoooiiiiiiiiie. _pc_bi_mghi016
Management
Is Your Company Prepared for a Crisis? .._pc_bi_mghi006 M First Time Manager Essentials
gslzr;ct)ir;sntratmg Accountability in a Crisis ¢ ch lach007 First Time Manager: Understanding a
""""""" d Iblf_p - = Manager's Role.............................mgmt_16_a01_bs_enus
Perseverance and Flexibility in Times o . i )
CriSIS vttt _pc_ch_lach026 First Time Manager: Challenges ..mgmt_16_a02_bs_enus

First Time Manager: Meeting Expectations mgmt_16_a03_bs_enus

B Managing Organizational Change Making the Move Into Management ......... _pc_ch_lach029

Adopting the Appropriate Management Style _pc_ch_mgch005
Managing Change: Understanding Change mgmt_13 a01_bs_enus

Managing Change: Building Positive Support B Performance Appraisal Essentials
forChange ......cccoceveeeeeiiiiiiieeeee, mgmt_13_a02_bs_enus
Managing Change: Dealing with Resistance to Performance Appraisal Essentials: Planning
Change......ccccooveevevieeiecieceeee, mgmt_13_a03 bs_enus for Appraisals..........cccoeeveiieinnns mgmt_17_a01_bs_enus
Managing Change: Sustaining Organizational Performance Appraisal Essentials: Conducting
Change......cc.ccovevveveeiieceeceee e mgmt_13_a04 bs_enus Traditional Appraisals ................... mgmt_17_a02_bs_enus
Communicating Properly during Layoffs .... _pc_bi_hrbi005 Performance Appraisal Essentials: 360-degree

Appraisals .........ccoeeeeeieeiiiiiiieeeenn mgmt_17_a03_bs_enus

Involving Employees in Corporate Change _pc_bi_Isbi011
Preparing for Your Performance Appraisal _pc_bi_pfbi017

Selecting the Appropriate
Performance-appraisal Method................. _pc_ch_hrch002

Communicating Organizational Change ..._pc_bi_mgbi015
Developing People .........ccoccvveeeeeiiiiiiinnnen. _pc_ch_lach013
Beyond Change: Working with Agility ........ _pc_bi_pabio09

_ _ _ Bl Talent Management Essentials
B Business Coaching Essentials

Talent Management: Basics ......... mgmt_18_ a0l _bs_enus

Business Coaching: Getting Ready to Coach mgmt_14_a01_bs_enus Talent Management: Planning ..... mgmt_18_a02_bs_enus

Business Coaching: Conducting Coaching Talent Management: Acquiring Talent mgmt_18 a03_bs_enus

SESSIONS...uviiiiieeiiiiiieie e mgmt_14 a02_bs_enus . :
Business Coaching: Building the Coaching E:gm Management: Developing ag]d E]rt‘gfgll%df bs enus
Relationship .......cccccceeiiiiiiiinnenn mgmt_14 a03 _bs_enus T e gmt_16_als_bs_

Business Coaching: Using Different Coaching Talent Management: Retaining Talent mgmt_18 a05_bs_enus

SEYIES oot mgmt_14_a04 bs_enus Attracting and Retaining Talent ................ _pc_ch_lach0o21
The Art of Effective Coaching ..................... _pc_bi_Ishi018
COACNING ...voveeveeeeeeeeeeee e, pc_ch_lach024 B Essentials of Managing Technical Professionals

) Transitioning from Technical Professional to
B Management Essentials Management............c.ccoveuevevevnen. mgmt_19 a0l bs_enus

Management Essentials: Directing Others mgmt_15_a0l1_bs_enus
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Strategies for Transitioning to Technical B Managing during Difficult Times
Management ............eeveveveieieeeinnnns mgmt_19 a02_bs_enus

Managing Technical Professionals mgmt_19_a03_bs_enus Communicating during Difficult Times mgmt_25_a01_bs_enus

Managing Resources during Difficult Times mgmt_25_a02_bs_enus

Workforce Generations Managing Attitudes during Difficult Times mgmt_25_a03_bs_enus

Managing Workforce Generations: Introduction
to Cross-generational Employees mgmt_20_a0l1_bs_enus

Managing Workforce Generations: Working with
a Multigenerational Team............. mgmt_20_a02_bs_enus

Managing Workforce Generations: Working with
the 21st-century Generation Mix ... mgmt_20_a03_bs_enus

Managing an Aging Workforce ................. _pc_bi_mghi005
Developing the Next Generation ................ _pc_bi_lshi0o07
Understanding the Motives of Millennials ._pc_bi_mgbi014

Managing Experts

Dismissing an Employee

Preparing to Dismiss an Employee mgmt_26_a0l1 bs_enus

Managing the Dismissal of an Employee mgmt_26_a02_bs_enus

Delegation Essentials

Delegation Essentials: An Introduction to

Delegating........coccvvvvveeeeeiiiiiennen. mgmt_27_a0l1_bs_enus
Delegation Essentials: The Delegation
ProCess.......ccccuvvviiiiiiiiiiiiiiiiiiiiiies mgmt_27_a02_bs_enus

Delegation Essentials: Overcoming Delegation

Meeting the Needs of Your Experts mgmt_21_a01_bs_enus Problems.......ccooooviiiiiiii mgmt_27_a03_bs_enus
Overcoming Challenges When Managing Experts mgmt_21_a02_bs_enla¢!egating Appropriate Tasks ................. _pc_bi_mghi007
Managing Top Performers is Always Developing Employees through Delegation _pc_ch_lach017
Easy...Right? .....ccccccciiii e _pc_bi_hrbio13

Recognizing Natural Leaders ................... _pc_ch_Isch001 B Business Execution

Advanced Management Skills

Developing a High-performance Organization mgmt_23_a01_bs_enus
Cross-functional Strategic Management mgmt_23_a02_bs_enus
Managing for Rapid Change and Uncertainty mgmt_23_a03_bs_enus

Managing High Performers ......... mgmt_23_a04_bs_enus
Managing New Managers ........... mgmt_23_a05_bs_enus
Managing Experienced Managers mgmt_23 a06_bs_enus
Developing Adaptable Managers ............. _pc_bi_mghi013

Assessing Employees for Cultural
Adaptability.......ccccoceeeiiii _pc_ch_pfch001

Considering Key Features of a Policy and

Procedure Manual _pc_ch_hrch003

Employee Engagement .............ccccvveeee.. _pc_ch_mgch006
Delivering Bad News Effectively ............... _pc_ch_lach033
Building Upward Relationships ................. _pc_ch_lach039

Strategies for Successful Employee On-boarding

Strategies for Successful Employee
Onboarding: An Introduction ........ mgmt_24_a0l1_bs_enus

Strategies for Successful Employee
Onboarding: Getting Started ........ mgmt_24 a02_bs_enus

Strategies for Successful Employee

Onboarding: Assessing Program Successmgmt_24_a03_bs_enus

Business Execution: Understanding the

Fundamentals............c.cceevvvennn.n. mgmt_28 a0l _bs_enus
Business Execution: Crafting a Business

Strategy that Executes.................. mgmt_28_a02_bs_enus
Business Execution: Linking Strategy to

People and Operations................. mgmt_28 _a03_bs_enus
Business Execution: Monitoring and

Evaluating Initiatives ..................... mgmt_28_a04 _bs_enus
Fostering a Business Execution Culture .... _pc_bi_Isbi008
Pave your own path ........ccccccveiiiiiiiiiinnnn. _pc_bi_Ishi009

Performance Dashboard or Scorecard? .._pc_bi_mgbi012

Essential Mentoring Techniques

Essential Mentoring Techniques: Mentoring
Fundamentals ............cccooeviiinnenn. mgmt_29 a0l _bs_enus

Essential Mentoring Techniques: Designing
and Initiating Mentoring Programs mgmt_29_a02_bs_enus

Essential Mentoring Techniques: Building and
Maintaining Mentoring Relationshipsmgmt_29 a03_bs_enus

Essential Mentoring Techniques: Evaluating
and Ending the Mentoring Programmgmt_29 a04 bs_enus

Thinking Like a CFO

Thinking Like a CFO: Mind-set and Financial

PrioritieS.....c.cccooevviiiiieeeeeieen mgmt_30_a0l1_bs_enus
Thinking Like a CFO: Making Financial
DeCiSIONS ...cceveiiiiiiiiieeeeeeeeen mgmt_30_a02_bs_enus
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Thinking Like a CFO: Preparing and
Presenting a Business Case......... mgmt_30_a03_bs_enus

Thinking Like a CFO: Managing Risk mgmt_30_a04_bs_enus
Essentials of Facilitating

Using Facilitation Skills as a Manager mgmt_31 a0l _bs_enus
Facilitating Collaborative Processes mgmt_31_a02_bs_enus
Challenges of Facilitating ............ mgmt_31_a03_bs_enus

Effectively Managing Top Performers

Engaging Top Performers ........... mgmt_33_a0l1_bs_enus
Retaining Top Performers ........... mgmt_33_a02_bs_enus
Overcoming Challenges of Managing Top

Performers ........ccccceeeiiiiiiinnee. mgmt_33_a03_bs_enus

Managing Problem Performance

Recognizing and Diagnosing Problem
Performance..........ccccccooiienneen. mgmt_34_a0l1_bs_enus

First Steps for Turning Around a Performance
Problem.........ccoooviiiiiiiiiiiee mgmt_34_a02_bs_enus

Using Progressive Discipline to Correct
Problem Performance .................. mgmt_34_a03_bs_enus

Preventing Problem Performance mgmt_34_a04_bs_enus
Underperforming employee-now what? ..... _pc_bi_hrbi010
Managing Performance .............ccccccceeeeeen. _pc_ch_lach002

Difficult Conversations

Preparing for a Difficult Conversation mgmt_36_a0l1_bs_enus
Having a Difficult Conversation ... mgmt_36_a02_bs_enus

Handling Difficult Conversations Effectively mgmt_36_a03_bs_enus

Performance Management

Planning for Performance ............ mgmt_37_a0l1_bs_enus

Monitoring and Improving Performance mgmt_37_a02_bs_enus
Reviewing and Rewarding Performance mgmt_37_a03_bs_enus

Leadership Essentials

Leadership Essentials: Motivating Employees lead_05_a01_bs_enus

Leadership Essentials: Communicating Vision lead_05_a02_bs_enus

Leadership Essentials: Building Your
Influence as a Leader...................... lead_05_a03_bs_enus

Leadership Essentials: Leading with

Emotional Intelligence.................... lead_05_a04_bs_enus
Leadership Essentials: Leading Business
EXECULiON ...ccoveiiiiiiiiiie e lead_05_a05_bs_enus

Leadership Essentials: Leading Innovation lead_05_a06_bs_enus

Leadership Essentials: Leading Change lead_05_a07_bs_enus
Leadership Essentials: Creating Your Own

Leadership Development Plan........ lead_05_a08_bs_enus
Motivating Employees and Leading Change

SIMUIALION ... LEADOO5SA
Leading Teams through Change ................ _pc_bi_Ishi003
Leading Outside the Organization .............. _pc_bi_Ishi005
Knowing When to Take Leadership Risks . _pc_bi_Isbi006
Wanted - Innovation Leaders .................... _pc_bi_lshi013
Developing a Business Execution Culture _pc_ch_lach001
Leading Change ..........ccccevuvivveeeeiiiiiiieenn. _pc_ch_lach004
Leader as Motivator ..........cccccceeeveivieneennn. _pc_ch_lach008
Leading Innovation _pc_ch_lach010
Crafting an Organizational Vision ............. _pc_ch_lach040
Motivating Human Behavior ..................... _pc_ch_lIsch002
Communicating a Shared Vision ................ _pc_bi_lshi001
The Emotionally Intelligent Leader ........... _pc_ch_lach014

Employee Engagement

The Benefits and Challenges of Engaging
EMPIOYEES .....ccooviviiiiiieeieieee, lead_06_a0l _bs_enus

Maintaining an Engaging Organization lead_06_a02_bs_enus

Creating a Positive Work Environment

Creating and Maintaining a Positive Work
Environment..........ccccceeeiiiiiiiennenn. lead_07_a0l1_bs_enus

Developing a Culture of Learning

Fundamentals of Organizational Learning lead_08_a0l1_bs_enus

Establishing the Conditions for a Learning
CUlture ... lead_08 a02_bs_enus

Developing Learning Practices ...... lead_08 a03_bs_enus

Evaluating and Sustaining Organizational
Learning......cccceeevevvvieeree e lead_08 a04_bs_enus

Effective Succession Planning

Initiating Succession Planning ....... lead_09 a0l bs_enus
Effective Succession Planning: Determining a

Talent Pool for Key Positions.......... lead_09_a02_bs_enus
Implementing and Assessing a Succession

Planning Program ............ccccvvvveenn. lead_09_a03_bs_enus
Succession Planning ...........ccccvveeeeeeiiiiinnns _pc_bi_lshi002
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Succession Planning and Management Programs _pc_ch_Ilsch004 Managing Your E-mail ................ comm_17_a03_bs_enus

Final Exam: E-mail Essentials for Business comm_17_a01_fe_enus
B Making Cross-Functional Teams Work

) B Telephone Essentials for Business
Cross-functional Team Fundamentals lead_10_a0l1_bs_enus

Key Strategies for Managing Cross-functional Essential Skills for Professional Telephone
TEAMS ..ot lead_10_a02_bs_enus CallS...cccooiiiiiiieee e comm_18 a0l bs_enus
Managing Internal Dynamics in a
Cross-functional Team.................... lead_10_a03_bs_enus B Business Writing Basics
Using Conflicts to an Organization's
AdVANTAGE ....oviiiiieeiii _pc_bi_mgbi002 Business Writing: Know Your Readers and Your
Mediating Project Team Conflict ................ _pc_bi_pfhi006 Purr-)ose """" S e comm_19_a01_bs_enus
Facilitating Work-related Conflict Busmess Writing: How to Write Clearly and
- . . . CONCiSelY ...vvvviieieeeiiiiieiiee e, comm_19 a02_bs_enus
DISCUSSIONS ... _pc_bi_pfhi015
Business Writing: Editing and Proofreading comm_19_a03_bs_enu:s
B Setting and Managing Organizational Priorities Writing for BUSINESS ........evveeiieeiiiiiiiieeeenne _pc_bi_pabi012
Written Communication ............cc.cccvveeee. _pc_ch_pach015

Setting and Managing Priorities within the

2 2 Final Exam: Business Writing Basics comm_19_a01_fe_enus
Organization: Mission and Goals ....lead_11_a01_bs_enus

Setting and Managing Priorities within the B Business Grammar Basics

Organization: Deciphering Prioritieslead_11_a02_bs_enus

Setting and Managing Priorities within the Business Grammar: Parts of Speech comm_20_a01_bs_enus
Orgr_smlzatlon. MOtIV-atIOI’l.......... ........ ....I.ead_ll_aOS_bs_enus Business Grammar: Working with Words comm_20_a02_bs_enus
Settlng an_d Managlng F.)”O.m'es within the Business Grammar: The Mechanics of Writing comm_20_a03_bs_e
Organization: Communication......... lead_11 a04_bs_enus

Business Grammar: Punctuation comm_20_a04_bs_enus
Business Grammar: Sentence Construction comm_20_a05_bs_enu
B The Voice of Leadership Business Grammar: Common Usage Errors comm_20_a06_bs_enu

Do You Share Your Organization’s Values? _pc_bi_pabi006

Final Exam: Business Grammar Basics comm_20_a0l1_fe_enus
The Voice of Leadership: Inspirational

Leadership .......ccoocvveeeiiiiiiiiiice e, lead_13 a0l bs_enus L
] _ B Interpersonal Communication

The Voice of Leadership: Self-assessment and

Motivation.........coeeeieeeeiiiieieeeeeeeeee, |ead_13_a02_bs_enus |nterpersona| Communication: Communicating

The Voice of Leadership: Effective with Confidence ...........cccoovvennee. comm_21_a0l1_bs_enus

Leadership Communication Strategieslead_13_a03_bs_enus Interpersonal Communication: Targeting Your

The Voice of Leadership: The Power of MEeSSagE ....cveveiiiiiiiee e comm_21_a02_bs_enus

Leadership Messaging .................... |ead_13_a04_bs_enus |nterpersona| Communication: Listening
EssentialS..........ccocvvvveeeeeiiiiinnen. comm_21 a03_bs_enus
Interpersonal Communication: Communicating
Assertively.......cooccveeiiiiiiiieeeee, comm_21 a04_bs_enus
Interpersonal Communication: Being
Approachable...........cccooiinen. comm_21 a05_bs_enus

B How to Write an Effective Internal Business Case Effective Interpersonal Communications

SIMUIALION ... COMMO21A

Preparing a Business Case ......... comm_01_a01_bs_enus Making Yourself Approachable ................. _pc_bi_pabi011

Writing a Business Case ............. comm_01_a02_bs_enus Asserting Yourself in the Workplace ....... _pc_ch_pach016

Presenting Your Case ................. comm_01_a03_bs_enus Final Exam: Interpersonal Communication comm_21_a01_fe_enus

B E-mail Essentials for Business B Workplace Conflict
Using E-mail and Instant Messaging Workplace Conflict: Recognizing and
Effectively........coovinin, comm_17_a01_bs_enus Responding to Conflict................. comm_22_a01_bs_enus

Addressing and Redistributing E-mail comm_17_a02_bs_enus
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Workplace Conflict: Strategies for Resolving

ConflictS ...veeeeieeeieie e comm_22_a02_bs_enus
Confrontation: What's the Best Approach _pc_hi_mghbi009
Personal Conflict Styles ..........cccccvvvvveeeennn. _pc_bi_pabi002
Coping with Accusations in the Workplace _pc_ch_lsch003
Managing Conflict ...........ccooceiiiiiin. _pc_ch_lach009
Manager to Manager Conflict _pc_ch_mgch003

Managing Conflict ..........cccoceviiiiiiiiiie. _pc_ch_pach004

Fundamentals of Working with Difficult People

Working with Difficult People: Identifying
Difficult People ..........cccoecuiieeneenn. comm_23 a0l _bs_enus

Working with Difficult People: How to Work
with Aggressive People................ comm_23 a02_bs_enus

Working with Difficult People: How to Work
with Negative People.................... comm_23 a03_bs_enus

Working with Difficult People: How to Work
with Procrastinators...................... comm_23 a04_bs_enus

Working with Difficult People: How to Work
with Manipulative People.............. comm_23 a05_bs_enus

Working with Difficult People: How to Work
with Self-serving People............... comm_23 a06_bs_enus

Working with Difficult People: Dealing with
Micromanagers ........cccoccuvveeeeennn comm_23 a07_bs_enus

Coping with Aggressive Behavior in the
WOorkplace .......ccvvvvveeeiiiiiiiiiceee e _pc_bi_pabio08

Blame Backfires — Conquer Negative Thinking _pc_bi_pfbi003

Reacting to Co-workers Who Try Taking
Advantage .......cceeeeeieeiiiiee e _pc_ch_pfch003

Negotiation Essentials

Negotiation Essentials: What Is Negotiation? comm_24 a0l _bs_enus

Negotiation Essentials: Planning for
Negotiation .........ccccceeeeiiiiiiieeeeenn. comm_24 a02_bs_enus

Negotiation Essentials: Communicating comm_24_a03_bs_enus
Negotiation Essentials: Persuading comm_24 _a04 bs_enus

Negotiation Essentials: Avoiding Pitfalls in
Negotiations .........ccccceeereiiiiieeneennn comm_24 a05_bs_enus

Negotiation Essentials ..........cccccooiiiiiiiiiieannn. COMMO024A
Effective Body Language in Negotiations ..._pc_bi_pfbi013

Vendor Negotiations: Choosing the Best
APProach........cccuveeiiiiii e _pc_ch_lach032

Negotiation: Does Location Matter? ......... _pc_ch_pfch002

B Emotional Intelligence Essentials

What is Emotional Intelligence? ..comm_25 a0l _bs_enus
Improving Your Emotional Intelligence

Using Emotional Intelligence on the Job comm_25_a03_bs_enus

Emotional Intelligence at Work ....................... COMMO25A
How High Is Your EQ? .....ccvvvveeeeiiiiiiien. _pc_bi_pfhio09
Emotional Intelligence at Work ................ _pc_ch_pach014

Fundamentals of Cross Cultural Communication

Culture and Its Effect on Communication comm_26_a0l1_bs_enus
Communicating Across Cultures .comm_26_a02_bs_enus

Improving Communication in Cross-cultural
Relationships ........ccccccveeeiiiiinne. comm_26_a03_bs_enus

Communicating with a Cross-cultural Audience _pc_bi_pfbi020

Dispute Resolution in International
(00] 011 - 1o £ TP PR _pc_ch_lIsch005

Getting Results without Direct Authority

Getting Results without Direct Authority:
Building Relationships and Credibilitycomm_27 a0l bs_enus

Getting Results without Direct Authority:

Persuasive Communication ......... comm_27_a02_bs_enus
Getting Results without Direct Authority:

RECIProCity .....ccoovvvviiieeeeeiiciiiie. comm_27_a03_bs_enus
Getting Results without Direct Authority:

Influencing Your Boss.................. comm_27_a04_bs_enus
Influencing Key Decision Makers ............... _pc_bi_lshi015
Influence and Persuasion ................c........ _pc_ch_lach016

Listening Essentials

Listening Essentials: The Basics of
LiStening.......coeeeveiiieieeieeeieiiiee comm_28 a0l bs_enus

Listening Essentials: Improving Your
Listening SKills ........ccccceeviiivnnnnn. comm_28 a02_bs_enus

Effective Listening ........ccccoeevvvvveeeeiiiinnnnn, _pc_ch_lach030
Listening with Skill _pc_ch_pach002

Final Exam: Listening Essentials .comm_28_a01_fe_enus

Constructive Feedback and Criticism

Giving Feedback ..........cccccceene comm_29 a0l bs_enus
Giving Constructive Criticism ...... comm_29 a02_bs_enus
Receiving Feedback and Criticism comm_29 a03 bs_enus
Criticism in CONteXt .......oeevviiiiiiiieaeeeiiiiee _pc_bi_pfbi016
Giving Appropriate Feedback ................... _pc_ch_lach006
Giving Feedback to Coworkers ............... _pc_ch_pach006

Anger Management Essentials

Anger Management Essentials: Understanding

Skills: Self-awareness and Self-managementcomm_25_a02_bsS_enus  ANQEr ........ccccveeieieeeniieeeeiieee e comm_30_a0l1_bs_enus
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Anger Management Essentials: Managing and
Controlling Anger .........cccoeeeuvneeee. comm_30_a02_bs_enus

Communicating Effectively with the 'C' Level

Preparing to Communicate Effectively at the
'C Level.iiiieic e comm_31 a0l bs_enus

Techniques for Communicating Effectively
with Senior Executives................. comm_31 a02_bs_enus

Running Effective Business Meetings

Preparing for Effective Business Meetings comm_32_a01_bs_enus
Managing Effective Business Meetings comm_32_a02_bs_enus
Dealing with Common Meeting Problems comm_32_a03_bs_enus
When Too Many Meetings Are Just Too Much _pc_bi_pfbi008

Making Meetings Work ..........ccccccvvieeeennn. _pc_bi_pfhi018
Managing Meetings for Productivity and
Effectiveness......cccccveeiieiiiiiiicc i, _pc_ch_lach031

Basic Presentation Skills

Basic Presentation Skills: Planning a

Presentation...........ccccooeiiiieeneenn. comm_33 a0l _bs_enus
Basic Presentation Skills: Creating a
Presentation...........c.cccoeevvvveeneenn. comm_33_a02_bs_enus
Basic Presentation Skills: Delivering a
Presentation...........ccccooiiiieeneenn. comm_33_a03_bs_enus
Presentation SKillS ..........cccccceeiiiiiiinnnenn, _pc_bi_pabio07

Communicate with Diplomacy and Tact

The Impact of Situation and Style When
Communicating with Diplomacy and Tactcomm_34_a0l1_bs_enus

Strategies for Communicating with Tact and

DIplomacy .......ccuveveveeeiiiiiiiieeeee comm_34 a02_bs_enus
Delivering a Difficult Message with
Diplomacy and Tact...........cce....... comm_34_a03_bs_enus

Professional Networking Essentials

Professional Networking Essentials: Finding
Opportunities To Make Connectionscomm_38 a0l _bs_enus

Professional Networking Essentials:
Developing Confidence................. comm_38 a02_bs_enus

Writing Skills for Technical Professionals

Writing for Technical Professionals:

Basic Business Math

Basic Business Math: Using Whole Numbers and
Decimals ......coevviiiiiiiiieeieeeeeeeee fnd_01_a01_bs_enus

Basic Business Math: Percentages and Ratios fnd_01_a02_bs_enu
Basic Business Math: Averages and Equations fnd_01_a03_bhs_ent
Basic Business Math: Charts and Graphs fnd_01_a04_bs_enus

Doing Business Professionally

Working for Your Inner Boss: Personal

Accountability..........ccccoeiiiiiiiiiieinins pd_05_ a0l bs_enus
Managing from Within: Self-empowerment pd_05_a02_bs_enus
Goals and Setting Goals ................... pd_05 _a03 bs_enus
Creating a Positive Attitude ............... pd_05_a04 bs_enus

Pursuing Successful Lifelong Learning pd_05_a05_bs_enus
Doing Business Professionally Simulation ............ PDOO5A

Optimizing Your Work/Life Balance

Optimizing Your Work/Life Balance: Analyzing

Your Life Balance..........cccccccccoevuvnnenn.. pd_06_a0l bs_enus
Optimizing Your Work/Life Balance:

Maintaining Your Life Balance............ pd_06_a02_bs_enus
Optimizing Your Work/Life Balance: Taking

Control of Your Stress.........ccccvveeeeennn. pd_06_a03 bs_enus
Balancing Your Responsibilities Simulation .......... PDO06A
Employee Exhaustion: Managing a

Well-Balanced Workload...............cccceee.... _pc_bi_mghi010
Managing Workplace Stress ..........ccccee..... _pc_bi_hrbi006
Creating Work/Life Balance ..................... _pc_ch_lach036

Diversity on the Job

Diversity on the Job: The Importance of
Diversity and the Changing Workplacepd_07_a0l1_bs_enus

Diversity on the Job: Diversity and You pd_07_a02_bs_enus
Developing Workplace Diversity Awareness

Preparation and Planning .................. ib_wstp_aOl_it_enus Simulation ... PDO07A
Writing for Technical Professionals: Understanding Workplace Diversity ........... _pc_bi_hrbi002
Effective Writing Techniques............. ib_wstp_a02_it_enus Instituting a Dress Code ..........ccceviiveeeeenen. _pc_bi_hrbi011
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Workplace Diversity: Assessing Your Prioritizing Personal and Professional

Organization........cc.ueeeeeeeeiiiiiiieee e _pc_bi_lshi012 Responsibilities .........cccccoviiiiiiiiiii, _pc_bi_mghi003
Managing DIVersity .........ccccccveeeeeiiiiinnnnn.n. _pc_ch_lach015 Planning for Interruptions Helps With
Procrastination ............cccoceevvevieee i, _pc_bi_pfhi014
Te|ecommuting and the Remote Emp|oyee Setting and Managing Priorities ............... _pc_ch_lach018
Coping with Conflicting Priorities ............. _pc_ch_pach005

Telecommuting Basics: Maximizing

Productivity as a Remote Employee.. pd_08_a01_bs_enus Setting GoalS ......ccccvvviieeiiiie e _pc_ch_pach007

Getting Time Under Control _pc_ch_pach021

Telecommuting Basics: Communication
Strategies for the Remote Employee. pd_08_a02_bs_enus
B Problem Solving and Decision-Making Strategies

Generating Creative & Innovative Ideas Problem Solving: The Fundamentals pd_12_a0l_bs_enus

Generating Creative and Innovative Ideas: Problem Solving: Determining and Building

Enhancing Your Creativity................. pd_09 a0l bs_enus Your Strengths ... pd_12_a02_bs_enus

Generating Creative and Innovative Ideas: Problem Solving: Digging Deeper .....pd_12_a03_bs_enus

Maximizing Team Creativity .............. pd_09_a02_bs_enus Decision Making: The Fundamentals pd_lz_a04_bs_enus

Generating Creative and Innovative Ideas: Decision Making: Tools and Techniques pd_12_a05_bs_enus

Verlfylr?g and B“"‘?"”g onldeas......... pd_09_a03_.bs_e.nus Decision Making: Making Tough Decisions pd_12_a06_bs_enus

Exe(-:utlng INnnovation .........ccccoeeiiiiiiiieeenee _pc_bi_lshi016 Uncovering the Root Problem ................ _pc_ch_lach003

Getting Ready to Present ............c.c.o...... _pc_ch_pach018 Playing the Devil's Advocate in Decision

Creativity: Developing and Communicating MAKING ..o _pc_bi_pfhi005

IdEAS .. _pc_ch_pach025 Turning Problems Around with Reverse

Promoting Creative Thinking .................... _pc_ch_lach035 BrainStOrMiNg.......c.ovovevveeeeeeeeeeeesseresees _pc_bi_lshio17
Problem Solving: Process, Tools, and

Managing Your Career Techniques .......ccccovieiiiiiee _pc_ch_pach003

Managing Your Career: Creating a Plan pd_10_a01_bs_enus B Dealing with Organizational Change

Managing Your Career: Getting on the Right

TracCK .oooeeeiiciiiee e pd_10_a02_bs_enus Understanding Organizational Change pd_13_a01_bs_enus

Managing Your Career: Professional Preparing for Organizational Change pd_13_a02_bs_enus

Networking Essentials....................... pd_10_a03 bs_enus Embracing Organizational Change ...pd_13_a03_bs_enus

Managing Your Career: You and Your Boss pd_10_a04_bs_enus Managing the Stress of Organizational Change _pc_bi_mgbi004

Managing Your Career: Leveraging the The Importance of Flexibility in the

Performa-mce Appralsal.......j """"""" pd_lO_aOS__bs_e.nus WOrkplace........ccovvvviieeeiiiiiiiiieeee e _pc_bi_pfbio07
Conquering Career Stagnation .................. _pc_bi_pfhi019 Developing Organizational Agility .......... _pc_ch_pach024
Developing Your Career ........c.cccoccvveeeennn. _pc_ch_lach037

Building and Managing Upward Relationships _pc_ch_pach008 [
Planning Your Career _pc_ch_pach013

Critical Thinking Essentials

Self Development ..........ccccooveeveeeereennn. pc_ch_pach023 Critical Thinking Essentials: What Is

. . L - Critical Thinking? ..........cccociiiiinn pd_14 a01_bs_enus
Managing Your Relationship with Your Boss . o ) )
SIMUIALON ..o PDO10A Critical Thinking Essentials: Applying

Critical Thinking Skills pd_14 a02_bs_enus
Critical ThiNKiNG ....cvvvveieeeiiieeeeeeec, _pc_ch_lach025

Effective Time Management

Time Management: Analyzing Your Use of Time pd_11_a01_bs_enUll Building and Maintaining Trust
Time Management: Planning and Prioritizing

Your Time... oo pd_11 a02_bs_enus Building Trust .......cccocoviviiiiiiiiiie, pd_15_a01_bs_enus
Time Management: Avoiding Time Stealers pd_11_a03_bs_enus Rebuilding Trust .......cccccoovviiniiennne pd_15_a02_bs_enus
Coping with Information Overload .............. _pc_bi_pfbi002 Rebuilding Trust ..........ccoviiiiiniici, _pc_bi_pabi005
The Fruits of Integrity: Building Trust at
WOTK oo _pc_ch_pach012
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B Personal Productivity Improvement [ |

Personal Productivity Improvement: Managing

Your Workspace........ccccceeeeeevcivvnnnnnn. pd_16_a0l bs_enus
Personal Productivity: Self-organization and
Overcoming Procrastination............... pd_16_a02_bs_enus

Personal Productivity Improvement: Managing
Tasks and Maximizing Productivity ... pd_16_a03_bs_enus [ |

B Peer Relationships

The Value of Peer Relationships ...... pd_17 a0l bs_enus
Developing Strategic Peer Relationships in

Your Organization .........ccccceceevveeeennn. pd_17_a02_bs_enus

Forming Peer Relationships and Alliances at [ ]
WOIK .o pd_17 a03 bs_enus

Peer Political Styles .........ccccceeiiiiiiiineeenn. _pc_bi_pabi010

Building Better Relationships through

Understanding.......ccccoeeevviiviieeeee e _pc_ch_pach017

Building Peer Relationships .................... _pc_ch_pach019

B Business Ethics

Introduction to Workplace Ethics ...... pd_18 a0l bs_enus
Developing a Code of Ethical Conduct pd_18_a02_bs_enus
Ethical Decision-making in the Workplace pd_18 _a03_bs_enus
Do You Share Your Organization’s Values? _pc_bi_pabi006

Office Politics — What Will You Do? .......... _pc_ch_pfch004
Ethical self- Promotion ..........c.cccoccueeeee.n. _pc_ch_pfch005
Ethics, Integrity and Trust ............cccvveeeeeen. _pc_ch_lach005
The Ethics Enigma .......ccoeeevviivviiieeeeiiins _pc_ch_pach020

M Living and Working Abroad in the United States m

American Work Culture and Values . pd_19 a0l bs_enus
Key Aspects of the American Work Environment pd_19 _a02_bs_enus

Communicating Successfully in the American
Workplace .......ccceeeieiiiiiiiiiieee pd_19 a03 bs_enus

Succeeding in the American Workplace pd_19 a04 bs_enus

M Interviewing Strategies for the Interviewee

Preparing for an Internal Interview ... pd_21 a0l _bs_enus

Making a Positive Impression in an Internal
INEEIVIEW ...ceeiiiiiiiieee e pd_21 a02_bs_enus

Bl Campus to Corporate

Campus to Corporate: Meeting New

EXpectations.........ccccceeeeviiiviieeeeeenenns pd_22 a0l bs_enus
Campus to Corporate: Developing a
Professional Image...........cccccccceeeine pd_22 a02_bs_enus

Public Speaking Strategies

Public Speaking Strategies: Preparing

Effective Speeches .........ccccccveveeiiiin, pd_23 a0l bs_enus
Public Speaking Strategies: Confident Public
SPeaKiNg .. .ueveeeeeeiiiiiiiee e pd_23 a02_bs_enus

Performance under Pressure

Developing the Right Attitude for Performing
under Pressure ......cccveeveeeieciivieeeeeennn pd_24 a0l bs_enus

Taking Action for Performing under Pressure pd_24 a02_bs_enus
Performing with Others under Pressure pd_24 _a03_bs_enus

Business Etiquette and Professionalism

Developing Your Reputation of
Professionalism with Business Etiquettepd_25_a01_bs_enus

Professionalism, Business Etiquette, and

Personal Accountability...................... pd_25 a02_bs_enus
Communicating with Professionalism and

Etiquette.....cooe e pd_25 a03 bs_enus
Using Business Etiquette to Build

Professional Relationships................. pd_25 a04 bs_enus
Business Etiquette in Introductions ............ _pc_bi_pfbio01
Disciplines of Organizational Learning:

Personal Mastery ..........cccocevvviveeeeeiiiiinnnnnnn. _pc_bi_pfhi0l1l
Safe Small Talk ......cccevveeeiiiiiiieeeee, _pc_bi_pfbio12
Reframing Negative Situations ................... _pc_bi_hrbio08
Managing Goals .........cccoecuveeerieeiiiiiiieeen. _pc_ch_lach027
Broadening Your Learning Horizons ......... _pc_bi_pabi013
Targeting Personal Learning .................. _pc_ch_pach022

Perseverance and Resilience

Developing Character for Perseverance and

Resilience ..o, pd_26_a0l bs_enus
Achieving Goals through Perseverance and

Resilience ........ooocvvveieiiiiiiiiec e, pd_26_a02_bs_enus
Bouncing Back with Perseverance and

Resilience ..., pd_26_a03 bs_enus
Perseverance: Flexibility in Action ............ _pc_bi_pabio04
Persevering through Setbacks ................ _pc_ch_pach011

Decisiveness

Developing Character for Decisiveness pd_27_a0l1_bs_enus
Overcoming the Barriers to Decisiveness pd_27_a02_bs_enus
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M Writing Under Pressure

Writing under Pressure: Preparing for
SUCCESS...vviiiieeeeiiiiiiieee e e pd_28 a0l bs_enus

Writing under Pressure: The Writing Process pd_28_a02_bs_enus

Project Management for Non-Project Managers

Project Management Fundamentals proj_01_a0l_bs_enus

Transitioning into a Project Management Role proj_01_a02_bs_enus

Initiating and Planning a Project ..... proj_01_a03_bs_enus
Managing a Project ..........cccccceeene. proj_01_a04_bs_enus

Troubleshooting and Closing the Project proj_01_a05_bs_enus

Project Management for Non-Project Managers PROJO01A
Managing Projects with No Direct Authority _pc_bi_pmbi001

Supporting Project Managers ................... _pc_ch_lach042
Ensuring Management Buy-In on a Project _pc_bi_pmbi002
Managing Conflict in Project Teams ......... _pc_bi_pmbi003
Handling a Change Request .................. _pc_ch_pmch001
Scope Definition Tools and Techniques ._pc_ch_pmch002
Managing Scope on a Project .................. _pc_bi_pmbi004
Weighing the Costs of Project Change ....._pc_bi_pmbiO05
Managing Vendor Relationships .............. _pc_bi_pmbi006
Anticipating and Solving Problems as a

Project Champion..........ccccvvvvveeieiiiiiiiieen. _pc_bi_pmbi007
Addressing Stakeholder Conflicts ............ _pc_bi_pmbi008
Portfolios, Programs, and Projects: What's

the Difference? ... _pc_bi_pmbi009
Controlling Project Cost .......cccvvvveeeiiiinnnes _pc_bi_pmbi010

Mitigating Risks when Improving Processes _pc_bi_pmbi011

Ethics and Risks: Why they Matter in Project
SUCCESS . .eteiieeeeeieiieiiee e e e _pc_ch_pmch003

Project Management Essentials ............... _pc_ch_lach041

Project Management Essentials (PMBOK® Guide
- Fifth Edition-aligned)

Managing Projects within Organizations
(PMBOKG&reg; Guide Fifth Edition).. proj_19_a01_bs_enus

Project Management Overview (PMBOK&reg;
Guide Fifth Edition)...........cccccveeeeeen. proj_19 a02_bs_enus

Project Management Process Groups
(PMBOKG&reg; Guide Fifth Edition).. proj_19_a03_bs_enus

Project Integration Management (PMBOK®
Guide - Fifth Edition-aligned)

Integrated Initiation and Planning
(PMBOKG&reg; Guide Fifth Edition)...proj_20_a01_bs_enus

Direct, Monitor, and Control Project Work
(PMBOK&reg; Guide Fifth Edition)...proj_20_a02_bs_enus

Controlling Changes and Closing a Project
(PMBOKG&reg; Guide Fifth Edition)...proj_20_a03_bs_enus

Project Scope Management (PMBOK® Guide -
Fifth Edition-aligned)

Project Requirements and Defining Scope
(PMBOK&reg; Guide Fifth Edition)...proj_21_a0l1_bs_enus

Creating the Work Breakdown Structure
(PMBOKG&reg; Guide Fifth Edition)...proj_21_a02_bs_enus

Monitoring and Controlling Project Scope
(PMBOK&reg; Guide Fifth Edition)...proj_21_a03_bs_enus

Project Time Management (PMBOK® Guide -
Fifth Edition-aligned)

Defining and Sequencing Project Activities

(PMBOK&reg; Guide Fifth Edition)...proj_22_a01_bs_enus

Estimating Activity Resources and Durations
(PMBOKG&reg; Guide Fifth Edition)...proj_22_a02_bs_enus

Developing and Controlling the Project

Schedule (PMBOK&reg; Guide Fifth Edition)proj_22_a03_bs_enus

Project Cost Management (PMBOK® Guide -
Fifth Edition-aligned)

Planning Project Costs (PMBOK® Guide Fifth

Edition)......coveeiiiiiiiiiiiie e proj_23 a0l bs_enus
Controlling Project Costs (PMBOK&reg; Guide
Fifth Edition)........ccooveeieiiieeee proj_23_a02_bs_enus

Project Quality Management (PMBOK® Guide -
Fifth Edition-aligned)

Plan Quality Management (PMBOK&reg; Guide
Fifth Edition)........cccooeieeiiiiiiieeeeen proj_24 a0l bs_enus

Quality Assurance and Quality Control
(PMBOK&reg; Guide Fifth Edition)...proj_24_a02_bs_enus

Project Human Resource Management (PMBOK®
Guide - Fifth Edition-aligned)

Planning Project Human Resources (PMBOK&reg;

Guide Fifth Edition) ........c.cccoeeiiineeee. proj_25_a0l_bs_enus
Managing Project Human Resources (PMBOK&reg;
Guide Fifth Edition) .......ccccceovvivvnnenn.. proj_25_a02_bs_enus
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Project Communications Management (PMBOK®
Guide - Fifth Edition-aligned)

Plan and Manage Project Communications
(PMBOKG&reg; Guide Fifth Edition).. proj_26_a01_bs_enus

Control Project Communications (PMBOK&reg;
Guide Fifth Edition)...........cccccveeee.n. proj_26_a02_bs_enus

Project Risk Management (PMBOK® Guide -
Fifth Edition-aligned)

Risk Management Planning (PMBOK&reg; Guide

Fifth Edition) .......ccccveeiiiiiiiiieececs proj_27_a0l _bs_enus
Identifying Project Risks (PMBOK&reg; Guide

Fifth Edition) .......ccccooeiiiiiees proj_27_a02_bs_enus
Performing Risk Analysis (PMBOK&reg; Guide

Fifth Edition) ..o, proj_27_a03_bs_enus
Risk Response and Control (PMBOK&reg; Guide

Fifth Edition) ........cccccoeiiiiiiees proj_27_a04_bs_enus

Project Procurement Management (PMBOK®
Guide - Fifth Edition-aligned)

Planning Project Procurement Management

(PMBOK&reg; Guide Fifth Edition).. proj_28_a0l1_bs_enus

Managing Procurements (PMBOK&reg; Guide
Fifth Edition) ..o, proj_28 a02_bs_enus

Project Stakeholder Management (PMBOK®
Guide - Fifth Edition-aligned)

Project Stakeholder Management (PMBOK&reg;
Guide Fifth Edition)...........cccccveeeeeen. proj_29 a0l bs_enus

Managing and Controlling Stakeholder

Engagement (PMBOK® Guide Fifth Edition)proj_29_a02_bs_enus

Project Management Essentials - (PMBOK®
Guide - Fourth Edition-aligned)

Managing Projects within Organizations proj_05_a0l1_bs_enus

Project Management Overview ...... proj_05_a02_bs_enus
Project Management Process Groups proj_05_a03_bs_enus

Project Integration Management (PMBOK®
Guide - Fourth Edition-aligned)

Integrated Initiation and Planning ... proj_06_a0l1_bs_enus

Integrated Project Execution, Monitoring,
and Control.........cccccvvevveeeeeiiiiieneen, proj_06_a02_bs_enus

Integrated Project Change Control and Close proj_06_a03_bs_enus

Project Scope Management (PMBOK® Guide -
Fourth Edition-aligned)

Project Requirements and Defining Scope proj_07_a01_bs_enus
Create Work Breakdown Structure .proj_07_a02_bs_enus
Monitoring and Controlling Project Scope proj_07_a03_bs_enus

Project Time Management (PMBOK® Guide -
Fourth Edition-aligned)

Defining and Sequencing Project Activities proj_08_a0l_bs_enus
Estimating Activity Resources and Durations proj_08_a02_bs_enus

Developing and Controlling the Project
Schedule.......ccccoeeviiiiiiiiee proj_08_a03_bs_enus

Project Cost Management (PMBOK® Guide -
Fourth Edition-aligned)

Estimating and Budgeting Project Costs proj_09_a0l1_bs_enus
Controlling COStS .....ccvvveeveeeiiiiiiiee. proj_09_a02_bs_enus

Project Quality Management (PMBOK® Guide -
Fourth Edition-aligned)

Project Quality Planning .................. proj_10_a0l1_bs_enus
Quality Assurance and Quality Control proj_10_a02_bs_enus

Project Human Resource Management (PMBOK®
Guide - Fourth Edition-aligned)

Planning Project Human Resources proj_11_a0l1_bs_enus
Managing Project Human Resources proj_11_a02_bs_enus

Planning and Managing Project Human
Resources Simulation ...........cccccoeeiviiiiieieeeeenne PROJO11A

Project Communications Management (PMBOK®
Guide - Fourth Edition-aligned)

Stakeholders and the Communications

Management Plan.............cccccveeeenn. proj_12_ a0l bs_enus
Processes for Managing Project
Communications .........ccccceeereiuienenen. proj_12_a02_bs_enus

Communicating Effectively with Project
Stakeholders Simulation .............cccccvevciiiieennn. PROJO12A

Project Risk Management (PMBOK® Guide -
Fourth Edition-aligned)

Risk Management Planning ............ proj_13 a0l bs_enus
Identifying Project Risks .................. proj_13 _a04_bs_enus
Performing Risk Analysis ................ proj_13_a02_bs_enus

Risk Response, Monitor, and Control proj_13_a03_bs_enus
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Program Management (PMI® Second Edition-
aligned)

Introduction to Program Management proj_16_ a0l bs_enus
Program Life Cycle and Benefits Management proj_16_a02_bs_enus

Project Procurement Management (PMBOK®
Guide - Fourth Edition-aligned)

Planning Project Procurement ........ proj_14 a0l bs_enus
Managing Procurements ................ proj_14 a02_bs_enus

Code of Ethics and Professional Conduct (PMI®

Standard-aligned) B

The Role of Ethics in Project Management proj_15_ a0l _bs_enus
Core PMI® Values and Ethical Standards proj_15_a02_bs_enus

IT Project Management Essentials

IT Project Management Essentials:
Introduction to IT Project Managementproj_17_a0l1_bs_enus

IT Project Management Essentials: Initiating

and Planning IT Projects.................. proj_17_a02_bs_enus

IT Project Management Essentials: Executing

IT ProjectS......oocvvvvieeeeiiiiiiiiieece e proj_17_a03_bs_enus

IT Project Management Essentials: Monitoring

and Controlling IT Projects............... proj_17_a04_bs_enus

IT Project Management Essentials: Managing [}
Risks in an IT Project.........ccccceon. proj_17_a05_bs_enus

IT Project Management Essentials: Testing
Deliverables and Closing IT Projectsproj_17_a06_bs_enus

Managing Software Project Outsourcing

Managing Software Project Outsourcing:
Preparing to Manage an Outsourced Projectproj_18_a0l1_bs_enus

Managing Software Project Outsourcing:
Developing a Vendor Contract........ proj_18 a02_bs_enus

Managing Software Project Outsourcing:
Working with the Outsourced Team proj_18 a03_bs_enus

Managing Software Project Outsourcing:
Dealing with RiskS..........cccccceeeenis proj_18 a04_bs_enus

Agile Practitioner - (PMI-ACP & ScrumMaster
aligned)

Agile Project Management Essentials ib_pmag_a01_it_enus

Adopting an Agile Approach to Project
Management ........ccccoeevveiviieeeeeeeinnns ib_pmag_a02_it_enus

An Overview of Agile Methodologies ib_pmag_a03_it_enus
Overview of the Scrum Development Process ib_pmag_a04_it_enus

Agile Planning: Project Initiating and

Requirements Gathering.................. ib_pmag_a05_it_enus
Agile Planning: Doing Estimates and

Completing the Release Plan........... ib_pmag_a06_it_enus
Planning and Monitoring Iterations on an

Agile Project.......ccccceeeiiiiiinnnnn. ....ib_pmag_a07_it_enus
Leading an Agile Team ................... ib_pmag_a08_it_enus
Managing Stakeholder Engagement on an Agile
Project......cooiiiiiceeeeee ib_pmag_a09_it_enus

Ensuring Delivery of Value and Quality in
Agile Projects.....ccccceeeviiiiiiieieeeiins ib_pmag_al0_it_enus

Core PMI® Values and Ethical Standards proj_15_a02_bs_enus

PRINCE2®: 2009 Foundation

Overview of Project Management (PRINCE2®:
2009-aligned) ........ccoueeeeeeeeiiiiiiiieeeeee ib_prin_a01_it_enus

Project Organization, Planning and Risk
(PRINCE2®: 2009-aligned)................. ib_prin_a02_it_enus

Project Quality, Change and Progress
(PRINCE2®: 2009-aligned)................. ib_prin_a03_it_enus

Starting Up, Initiating and Directing a
Project (PRINCE2®: 2009-aligned).....ib_prin_a04_it_enus

Controlling, Managing and Closing a Project

(PRINCE2®: 2009-aligned)................. ib_prin_a05_it_enus
Tailoring PRINCEZ2 to a Project Environment
(PRINCE2®: 2009-aligned)................. ib_prin_a06_it_enus

Mentoring Assets

Mentoring PRINCE2: Foundation .................... mntprince2f

Mentoring Project Management Professional
(PMP) PMBOK Guide 5th Edition Aligned........ mntpmp5ed

Mentoring Certified Associate in Project
Management (CAPM) PMBOK Guide 5th Ed. mntcapm5ed

Test Preps

TestPrep PRINCEZ2: Foundation ....... ib_prin_a0l1_tp_enus

TestPrep Project Management Professional
(PMP) PMBOK Guide 5th Edition Alignedpm_proj_a04_tp_enus

TestPrep Certified Associate in Project
Management (CAPM) PMBOK Guide 5th Ed.pm_capm_a02_tp_ent

Optimizing Your Performance On a Team

Being an Effective Team Member .team_02_a01_bs_enus
Establishing Team Goals and Responsibilities team_02_a02_bs_en
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Elements of a Cohesive Team ..... team_02_a03_bs_enus
Effective Team Communication ... team_02_a04_bs_enus
Using Feedback to Improve Team Performance team_02_a05_bs_enus
Power and Politics in Matrixed Teams ..._pc_ch_mgch002

Leading Teams B Sales Foundations

Leading Teams: Launching a Successful Team team_03_a01_bs_enus 'ntroduction to Sales ...................... sale_01_a01_bs_enus
Leading Teams: Establishing Goals, Roles, Strategic Sales Planning ................ sale_01_a02_bs_enus
and Guidelines .........ccccceevvveinennnn. team_03_a02_bs_enus Preparing for Successful Sales ...... sale_01_a03_bs_enus
Leading Teams: Developing the Team and its Developing Strong Customer Relationships sale_01_a04_bs_enus
CUltUre....eeeeieieeeee e team_03_a03_bs_enus Working within the Sales Culture of Your
Leading Teams: Building Trust and Commitment team_03_a04_bs_enudOrganization............ccccccceveervcvvrennne sale_01_a05 bs_enus
Leading Teams: Fostering Effective Developing a Customer-focused Sales Approach sale_01_a06_bs_¢
Communication and Collaboration team_03_a05_bs_enus Don’t Only Go For the Big Fish ................. pc_bi_sphi009
Leading Teams: Motivating and Optimizing The Ethics of Gift GIVING «.....vveveveereeerrenn. pc_bi_sphi014
Performance.........cccoeevviveiiiinenenn. team 03 a06 bs enus ) ] ) - - = )
. ) ) ) - - T~ Using Persuasion Techniques to Boost Sales _pc_bi_spbi018
Leading Teams: Dealing with Conflict team_03_a07_bs_enus .
. i ) Get It Together: Organizing Your Sales
Leading Teams: Managing Virtual Teams team_03_a08_bs_enus APProach.......cccooivieiiiii e pc_bi_sabi002
Building Trust Incrementally ..............c........ _pc_bi_lshi004 Presentations that Get People Talking ... _pc_bi_sabi0o03
INSPIFiNG YOUr TEAM ...oovvviiiiiiee _pc_bi_Isbi010 Initiating Discovery Meetings .................. _pc_ch_sach001
Support Your Leader _pc_bi_pfbi010 The Proof Is in the Proposal .................. _pc_ch_sach003
Developing Self-Sufficient Teams .......... _pc_ch_mgch001 Building Momentum in Discovery Meetings _pc_bi_sabi011
Choosing the Right Team Culture ............ _pc_ch_pfch006 Using Customer Knowledge to Advance Sales _pc_ch_sach006
Managing Communications in a Virtual Team _pc_bi_mgbi001 Appealing to ProSpects ...........c.ccccvev.... pc_bi_sahi012
Building and Leading Teams .................... _pc_ch_lach023 Getting Your Head Around Pipeline Management _pc_bi_sabi013
Meeting Team Performance Challenges ._pc_ch_pach010 Prospecting Strategically ............c.c.co.c...... pc_ch_sach011
B Sales Negotiations

Negotiation Skills for Sales Professionals:

Preparing to Negotiate.................... sale_02_a0l bs_enus
Certified Business Analysis Professional Negotiation Skills for Sales Professionals:
(CBAP™) - BABOK® Guide V2.0 aligned Value Exchange.........cccoooieeiieannns sale_02_a02_bhs_enus

Negotiation Skills for Sales Professionals:
Introduction to Business Analysis and Reaching Agreement............c......... sale_02_a03_bs_enus
Essential Competencies.................... ib_buap_a01l_it_enus Talking Value with Your Customers ......... _pc_bi_sabi004
Introduction to Business Analysis Planning ib_buap_a02_it_enus Dealing with Questions, Objections, and
Planning Business Analysis Communication and RESIStANCE ....ccooiiiiiiiee e _pc_bi_sabi005
MONItOFING ..oeeeeiiiiiiee e ib_buap_a03_it_enus

Dealing with Negotiation Challenges ........ _pc_bi_sabi009

Business Analysis Requirements Elicitation ib_buap_a04_it_enus Creating a Customer-focused Organization _pc_ch_lach020

Business Analysis Requirements Management

Negotiating Contract Terms .................... h hoo1
and Communication .............cccveeeenn.. ib_buap_a05_it_enus Cego 4 |rjg i on;ac ;rms Val _pc_ch_pach004
. . . . . ommunicating Your Company’s Value ._pc_ch_sac

Business Analysis: Enterprise Analysis ib_buap_a06_it_enus ) g ) pany . —pe_ch_
. . . Turning Obstacles into Opportunities ...... _pc_ch_sach005
Business Analysis: Introduction to s i
Requirements Analysis...................... ib_buap_a07_it_enus Negotiating with Your Customer ............. _pc_ch_sach009
Business Analysis: Verify and Validate _ )
ReqUIrements.......ccccovveveeeiiveeseeenin ib_buap_a08_it_enus B Solution Selling
Business Analysis: Solution Assessment and . o . .
validation ... ib_buap_a09_it_enus Solution Selling: Mastering the Essentials sale_03_a01_bs_enus
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Solution Selling: Meeting an Active Need sale_03_a02_bs_enus
Solution Selling: Creating New Opportunities sale_03_a03_bs_enus

Turning Potential Customers into Allies ..._pc_ch_sach008

Preparing to Implement Solutions ........... _pc_ch_sach010
Managing Implementation Problems ......... _pc_bi_sabi010
Connecting Customers and Solutions ....... _pc_bi_sabi008

Strategic Account Sales Skills

Selling to Key Players .........cccccceeevviinnnnnn. _pc_bi_sphi001
Selling the Positive First Impression .......... _pc_bi_sphi004
Building relationships .........ccccciiiiiiiineeenn. _pc_bi_spbi017
Crafting Sales Strategies ..........cccccceeeueee _pc_ch_spch002
Pricing Strategy .....ccccccoevvivviieeeeeeiiiiiiien _pc_ch_spch003
Performance Payout Plans ...................... _pc_ch_spch004
Sales and Marketing: Two Sides of the Same

COIN? e _pc_bi_spbi011

Sales Management

Developing and Leading Your Sales Team _pc_bi_spbi003
Planning Direct Mail to Generate Leads for

Complex Sales......ccccvveeeiiiiiiiiiiee e _pc_bi_sphi006
Sales Support Roles For Better Customer
INteraction ........cceeeeveeriiiiiiee e _pc_bi_spbi007

Essential Selling Skills

Essential Selling Skills: Mastering Cold

Calling ..o sale_05_ a0l bs_enus
Essential Selling Skills: Qualifying Sales

Prospects ........cccoeeeeeiiiiiiiieee s sale_05_a02_bhs_enus
Essential Selling Skills: Closing the Sale sale_05_a03_bs_enus
Effective Cold Calling ......ccccceeevviviiiinneenn. _pc_bi_sabi007
Prompting Action Through Focused

CommuUNICAtION .......eveerieeiiiiiiiie e _pc_bi_sabi014
Regaining Your Customer’s Trust ............. _pc_bi_sabi015
Getting Organized to Meet Your Sales Goals _pc_ch_sach002
Making Contact: Access Strategies ......... _pc_ch_sach007
Managing a Sales Pipeline ...................... _pc_ch_sach012
Demonstrating Business Acumen ........... _pc_ch_sach013
Talking about the Competition ................... _pc_bi_sabhi017
Selling with Trust .....ccccovveeiiiiiiiiceeeeecs _pc_ch_sach014

B Frontline Call Center Skills

Managing Your Time: The Importance of Call
Tracking and Ticketing...........ccooevvvviieeennnnne _pc_bi_cthi003

Creating an Effective On-hold Message ...._pc_bi_ctbi008
Aligning Agent Behaviors with Caller Types _pc_bi_ctbi010
Determining Proper-Expectation-management

Techniques ........ccoevviiiiiiiiiceeciie e, _pc_ch_ctch001
Training Methods for CSRs in the Customer
Contact INduStrY ........ceeevieiiiiiiiieeeeeee _pc_ch_ctch002

Inbound Call Center Management

Converting a Call Center to a Profit Center _pc_bi_ctbi001
Managing Your Call Center More Efficiently _pc_bi_ctbi002

Customer Service Training — The Interview
and Beyond..........ooooiiiiiiiii e _pc_bi_cthi004

Disaster Recovery — Keeping the Lines Open _pc_bi_ctbi005
Preventing Agent Absenteeism through Better

Working Conditions........ccccccveeiiiiiiiiieeeeee _pc_bi_cthi006
Workforce Management Software - Is It Worth

JE 2 e _pc_bi_ctbi009
Prioritizing Rewards and Recognition in Call

CENLEIS e _pc_bi_cthio11

ITIL® 2011 Edition Foundation Syllabus

ITIL® 2011 Edition Foundation: ITIL® and the
Service Lifecycle.......cccoceeiviiiiiiiieaennnn. ib_itlv_a01_it_enus

ITIL® 2011 Edition Foundation: Service
Strategy Fundamentals......................... ib_itlv_a02_it_enus

ITIL® 2011 Edition Foundation: Service
Strategy ProCesSes......ccceevvevvvieeeeeenannns ib_itlv_a03_it_enus

ITIL® 2011 Edition Foundation: Service
Design Fundamentals............c....cccuveee. ib_itlv_a04_it_enus

ITIL® 2011 Edition Foundation: Service
Design Processes.......ccoocuuveeeeeeaiacinenne. ib_itlv_a05_it_enus

ITIL® 2011 Edition Foundation: Service
Transition Processes and Policies......... ib_itlv_a06_it_enus

ITIL® 2011 Edition Foundation: Introduction
to Service Operation ..........ccceeeeuveeeeennn. ib_itlv_a07_it_enus

ITIL® 2011 Edition Foundation: Service
Operation ProCesses .........ccoeuvvvvveeenins ib_itlv_a08_it_enus

ITIL® 2011 Edition Foundation: Continual
Service Improvement...........cccccceeeeenee ib_itlv_a09_it_enus

ITIL® 2011 Edition Overview

ITIL® 2011 Edition Overview: Creating a

Service CUlture .......ccceeveeeiiiiiiiieeeee ib_ovvx_a0l_it_enus
ITIL® 2011 Edition Overview: Introduction to
the ITIL® Framework .............cccvvvee... ib_ovvx_a02_it_enus
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ITIL® 2011 Edition Overview: Certification

Support Center Tools, Technologies and

and Benefits ..., ib_ovvx_a03_it_enus MELIICS ..eeiieeeeeeiiiiee e cust_08_a03 bhs_enus
Dealing with Irrational Customers and
ITIL® 2011 Edition Intermediate Level: Escalating Complaints .................... cust_08 _a04 bs_enus

Operational Support & Analysis (OSA)

- . B Customer Service Fundamentals
ITIL® 2011 Edition OSA: Introduction to
Operational SUppOl't and Analysis ...... ib_iOSb_aOl_it_enUS Customer Service Fundamentals: Bu||d|ng
ITIL® 2011 Edition OSA: Introduction to Rapport in Customer Relationships cust_09_a0l1_bs_enus
Event Management............................ ib_iosb_a02_it_enus Customer Service in the Field ........ cust_09_a02_bs_enus
ITIL® 2011 Edition OSA: Introduction to . Customer Service over the Phone . cust_09_a03_bs_enus
Incident Mane:jgement """""" d """""" 'b_iosb_a03_it_enus Internal Customer Service .............. cust_09 _a04_bs_enus
ITIL® 2011 Edition OSA: Incident Management . . .
INteractions..........c.eeeveeeriiiiiiiiiee e ib_iosb_a04_it_enus Cust(?mer SEFYICE F:onfrontatlon and Co'nfll(.:t cust_09_a05_bs_enus
ITIL® 2011 Edition OSA: Introduction to \S(gaf'cn)? te?r? Z'tr.?)(r:]tlon of Customer ier;/t'cgéna% bs enus
Request Fulfillment..........ccccccoeeeeinns ib_iosb_a05_it_enus .u _ QANMZAUON ..o ust_oe_ - u
ITIL® 2011 Edition OSA: Request Fulfillment Aligning Performance to Key Indicators ..... _pc_t?l_ctbeOY
Process Interfaces and Challenges....ib_iosb_a06_it_enus The Angry Caller: What's Your Plan? ....... _bc_bi_sphi016
ITIL® 2011 Edition OSA: Introduction to
Problem Management........................ ib_iosb_a07_it_enus B Customer Focus
ITIL® 2011 Edition OSA: Problem Management o ]
Process Interfaces and Challenges....ib_iosb_a08 it_enus Identifying and Managing Customer

. . EXpectations ..........cccccvvvvviviiiiiiinnnns cust_10_a0l bs_enus
ITIL® 2011 Edition OSA: Introduction to ] o
Access Management..............coco...... ib_iosb_a09 _it_enus Creating and Sustaining a Customer-focused

. . T Organization..........ccccevvvveerscnnnennnne cust_10_a02_bhs_enus
ITIL® 2011 Edition OSA: Introduction to the )
Service Desk oo ib iosb al0 it enus Customer-focused Interaction ........ cust_10_a03_bs_enus
ITIL® 2011 Edition OSA: Service Desk Metrics Listening to your Customers .................... _pc_bi_sphi002
and OUtSOUICINg.......ccocvvveeeviireeeeiienenn ib_iosb_all it enus Developing Your Customer Focus .......... _pc_ch_pach009
ITIL® 2011 Edition OSA: Introduction to
FUNCHiONS........coii ib_iosb_al2_it_enus B Customer Advocacy

ITIL® 2011 Edition OSA: Function Activities ib_iosb_al3 it _enus

ITIL® 2011 Edition OSA: Technology and

Customer Advocacy: Communicating to Build
Trusting Customer Relationships....cust_11_a01_bs_enus

Implementation Considerations.......... ib_iosb_al4_it_enus
Customer Advocacy: Enhancing the Customer
. . EXPErience.......ccccovvevviiiiieiieeie cust_11 a02_bs_enus
Customer Service Representative, c pt Ad s ing Cust - - T
Professionalism ustomer Advocacy: Supporting Customer
olessionais AdVOCACY ...ooeiiiiiiiiieeeeeeee e cust_11_a03 bs_enus

The Customer Service Representative (CSR) cust_06_a01_bs_enus

Support Center Services and Work Environment cust_06_a02_bs_enus

Team and Customer Relationships cust 06_a03_bs_enus

Customer Service Representative, Skills

Customer Interactions .................... cust_07_a0l bs_enus
Communication SKills ..................... cust_07_a02_bhs_enus

Industry Overviews

The Telecommunications Industry Overview:

Conflict, Stress, and Time Management cust_07_a03_bs_enus VETSION 3. indo_01_all_bs_enus
_ _ The Health Care Industry Overview: Version 3indo_01_al2_bs_ent
Customer Service Representative, Process The Insurance Industry Overview: Version 3 indo_01_al3_bs_enus

Customer Service Processes and Procedures cust_08_a01 _bs _enus The Banking Industry Overview: Version 3 indo_01_al4_bs_enus

Quiality in a Support Center ............ cust_08_a02_bs_enus The Oil and Gas Industry Overview: Version 3 indo_01_al5 bs_ent
The Retail Industry Overview: Version 3 indo_01_al6_bs_enus
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The Manufacturing Industry Overview: Version

B e indo_01_al7_bs_enus
The Pharmaceutical Industry Overview:

VErSION 3. .cciiiiiiiiieeeee e indo_01_al8 bs_enus
The Information Technology Industry

Overview: Version 3........ccccevevvneee. indo_01_al9 bs_enus
The Federal Government Industry Overview:

VErSiON 3. ..cooiiiiiiiiiee e indo_01_a20_bs_enus

The Education Industry Overview: Version 1 indo_01_a21_bs_enus
The Utilities Industry Overview: Version 1 indo_01_a22_bs_enus
The Chemicals Industry Overview: Version 1 indo_01_a23_bs_enus
The Broadcasting & Entertainment Industry

Overview: Version 1........ccccevevnnenn. indo_01_a24 bs_enus
The Capital Markets Industry Overview:

Version 1......ooovvveiieeeeiiiiiiiieeeee e indo_01_a25 bs_enus
The Consumer Electronics Industry Overview:

VErsion 1...ccoveviieeeiiiiieiiieee e indo_01_a26_bs_enus
The Aerospace & Defense Industry Overview:

VeErsion 1......coovvviiiieeeiiiiiiiieeeee e indo_01_a27_bs_enus
The Biotechnology Industry Overview: Version
L indo_01_a28_bs_enus

The Automotive Industry Overview: Version 3 indo_01_a29 bs_enus

The Food and Beverage Industry Overview:
VErSioN 3. ..cooiiiiiiiiieee e indo_01_a30_bs_enus

The Agriculture Industry Overview .indo_01_a31 bs_enus

SALES AND CUSTOMER FACING
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B Test Preps

TestPrep ITIL Foundation ................... ib_itlv_a01_tp_enus
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Mentoring ITIL Foundation ..........cccccoeveviiivveninnenn. mntitv3f
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ITS Institute
Student Registration Form

ITS Use Only
Entered by:
Date:
Name Social Security OR PID Number:
Mr./Ms.:
Agency & Division Name: Office Phone: Fax Number:
Office Address: (Specify Handmail, if applicable) Cell Phone:
City: State: Zip: Email Address:

Course No./Name Section Section Dates/Times Course Materials
1% Choice | 2" Choice Cost Needed *
All

None

All

None

All

None

All

None

* Circle All or None. See the current schedule for materials needed for each course.

I Bill State Agency O Bill Student [ Bill Non-State Agency

PL EA SE DO N OT PR E PAY . All non-state employees and any registrant whose agemoy is
AG ENCI ES WI L L BE BI L L ED paying for the course(s) must p@N OR BEFORE the class

FOR COURSE COS-I_S start date.

Agency/Employer Code: Billing will be sent to the address given in thednt Information
Provider Number: section, unless otherwise specified.
Agency must provide a 3-digit agency code amd 1-digit provider number
for billing purposes. This information mag bbtained from the SAAS

(Statewide Automated accounting System) erftlucation Assistant at
(601) 432-8186.

Supervisor Name: Office Phone:

Supervisor Address: (Specify Handmail, if applicable)

City: State: Zip: Email Address:

Please Read Carefully Before Signing:

All registration forms MUST be signed by the individual responsible for payment. If the student cancels a vendor-conducted
course within thirty (30) days of the first class meeting or an ITS-conducted course within ten (10) days of the first class
meeting, the agency/student will be charged the full tuition.

Authorized
Signature: Date:

Return form to: ITS Institute, 3771 Eastwood Dr., Jackson, Ms 39211 e Phone: (601) 432-8186 e Fax: (601) 713-6380
For more information on the ITS Institute, visit the website: http://www.its.ms.gov






ITSInstitute On-Line Training Registration Form

Name: Please Print
Mr./Ms.

Social Security OR PID No.:

Agency & Division Name:

Office Addressi(Specify Handmail, if applicable)

City: State: Zip:

Office Phone:

Fax Number:

Cell Phone:

Email Address:

Course No./Name:
ANNUAL SUBSCRIPTION FOR ON-LINE TRAINING

COURSE COST PLEASE CHECK ONE
() ANNUAL SUBSCRIPTION FORSKILLCHOICE COMPLETE ON-LINE TRAINING
$225 per person (includes Technical, Business, and Desktop ceyeséooks, & mentoring)
() ANNUAL SUBSCRIPTION FORFULL LIBRARY ON-LINE TRAINING
$150 per person (includes Technical, Business, and Desktop calirse
() ANNUAL SUBSCRIPTION FORTECHNICAL LIBRARY ON-LINE TRAINING
$150 per person (includes Technical courses, e-books, & mentgring
() ANNUAL SUBSCRIPTION FORBUSINESS LIBRARY ON-LINE TRAINING
$150 per person (includes Business courses, e-books, & mentoring)
() ANNUAL SUBSCRIPTION FORDESKTOP LIBRARY ON-LINE TRAINING
$55 per person (includes Desktop courses & e-books)

I Bill State Agency [0 Bill Student I Bill Non-State Agency

PLEASE DO NOT PREPAY. All non-state employees and any registrant who

agency is not paying for the course will be bhilled
AGENCIESWILL BEBILLED and must pay tuition and materials BEFORE thq

FOR COURSE COSTS. class begins.

Agency/Employer Code:

Provider No.:

Supervisor's NamgPlease Print

All registration forms MUST be signed by the individual responsible for payment.

Authorized Signature

PLEASE RETURN FORM TO:
Susan McClain, ITS Education Services
3771 Eastwood Drive
Jackson, MS 39211
Phone: (601) 432-8186
Fax: (601) 713-6380
susan.mcclain@its.ms.gov
ITSWEB Home Page:
http://www.its.ms.gov






di
|
jvad
] mississippi department of
=1 I Information Technology Services

3771 Eastwood Drive | Jackson, Mississippi 39211-6381

Map and Directions

3771 Eastwood Drive, Jackson, MS 39211
(601) 432-8000

Exit 100

NorthSide Drive

fel
Sidewalk
to ITS Bldg

proy POOMISPRY

W
N

Lakeland Drive

Exit 98B

From North of Jackson:
» Take I-55 South to the Northside Drive exit (Exit 100).
e Geton I-55 Frontage Road South and cross over Meadowbrook Road.
e Continue on the frontage road until you reach Eastover Drive.
e Turn left onto Eastover Drive.
e Gounder I-55, continuing on Eastover Drive until you reach Eastwood Drive.
e Turn right onto Eastwood Drive and circle around until you reach ITS at 3771 Eastwood Drive.

From South, East, or West of Jackson:
e Take I-20 to I-55 North and take the Lakeland Drive exit (Exit 98B).
» Cross over Lakeland Drive, staying on I-55 Frontage Road North until you reach Eastover Drive.
» Turn right onto Eastover Drive and continue until you reach Eastwood Drive.
e Turn right onto Eastwood Drive and circle around until you reach ITS at 3771 Eastwood Drive.






QUESTIONS & ANSWERS

1. What do | doif | need to cancel a class?

If you are unable to attend a class for which lyaue registered, please contact the ITS
Institute immediately at (601) 432-8186. Registsaof ITS-conducted classes who cancel
within 10 days of the first class meeting will bédal the full tuition. Registrants of vendor-
conducted classes who cancel within 30 days ofitsieclass meeting will be billed the full
tuition. Substitutions are permissible any timepto and including the day on which the
course begins.

2. Why isbeing on time important?

Each course topic covered builds on the previopet There is a lot of material to be
covered in each class, and it is disruptive toethire class when someone arrives late and the
instructor has to catch the late-comer up to re#teclass. For this reason, it is very important
that everyone be on time for class.

3. What should | wear to class?

Please dress comfortably. Bring a jacket or sreat the room temperature may vary.

If you have further questions, please contact Tt®Ihstitute at (601) 432-8186.

Thank you, and enjoy your training session!






| TS Contact | nfor mation

Executive Director:

Craig Orgeron

(601) 432-8109
craig.orgeron@its.ms.gov

Chief Operating Officer:
Roger Graves

(601) 432-8092
roger.graves@its.ms.gov

Chief Administrative Officer:

Michele Blocker
(601) 432-8111
michele.blocker@its.ms.gov

Data Services.

L aura Pentecost

(601) 432-8191
laura.pentecost@its.ms.gov

I nformation Security Division:
Jay White
(601) 432-8180
jay.white@its.ms.gov

I nformation System Services:
Lynn Ainsworth
(601) 432-8150
lynn.ainsworth@its.ms.g

Internal Support Services:
David Johnson

(601) 432-8126
david.johnson@its.ms.gov

Telecommunications Services:
Steven Walker
(601) 432-8004
steven.walker@itgons




